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STATE OF CALIFORNIA
îEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

ISPECTION PROGRAM

'-I.IAPTER 8

COMÍVIAND DUI COST RECOVERY

Command:
Sante Fe Sprinqs

Div¡sion:
Southern

Number:
Eioht l8!

Evaluated bY:

Sqt. Michael StefanoÍf # 14924
Date:

0610412009
Assisted bY:

Officer Clifford Porter # 16738
Date:

0610412009

answers, discrePancies
ùñ .-- --l--r¡ ^^-¡i^^ll\ù I ñu9 ll\.rlYlJ

withpolicy,applicablelegalstatues,ordefl-cienciesnoted,i¡|þgi¡sneeti.-11-|-,1|b-::ÎlT*^*,3:'-'j,""i:illllå"'illl;
Xä! frå113il1l,,ÏJffi:""ö;;""i::ï;ää'är¿ü;þ" ú;rr ¡" àó"u 

"Eg 9,!"1-El":pl"ï::lï1:T'^""9,i*1:':",0"1","ti;i""1¡?TflJi
ä";Ïiäi:tr""",ti##:iffi""fiiä.if,'iñäll in"lr¿" any rolow-up and/orconective actìon(s) taken. lrthis rorm is used as a Follow-

_ -- !-^-^-¿^¡

up r"rp"ãt¡o", the 'Follów-up tnipá"tion" box shall be marked ano only deficient items need to be re-inspected'

IYPE OF INSPECTION

X Division Level ! Command Level

n Office of lnspections tr Voluntary Self-lnspection

! Follow-Up lnspectionFollow-up Required:
ffi Yes ! t'lo

For applicable policies, refer to HPM 11'1, Çñapter 20'

,section shãll .be.,utilized'for

the command have procedures to

ensure that a CHP 735, lncident Response
Reimbursement Statement, is prepared for each

rest that meets the cost criteria?

2. What are procedures

This command has the Area Accident Investigation officer verify that the cost Recovery criteria has been met

with an arrest for a violation of california veñicle code sectio n 2l'lsz or 23153' He/she also determines if the

arrested pafi caused a response to an incident and has a supporting Blood Alcohol concentration Test (BAC

Test) with a resutt or .ilgy,or greater, r""ting the criteria r^o1in'e cHÈ735 "A" section. The officer may utilize tbe

conditions of the cHp 235 ,,8,, section in thelase of a B/ c Test that returns under the .08%, a refusal to take the

BAC Test, or a chemical test that is for drugs only. The Accident lnvestigation officer reviews the report and

ensu¡es that a GHp zgs is attached when tñe critária is net. The Accideñt lnvestigation Officer then forwards the

Office for review. The On-Duty Sergeant reviews the CHP 735 for accuracy' The

73S and separates the GHP 73S frorñtne report. The Sergeant forwards the CHP 735 to

al. The Lieutenant reviews the I

Comrnander. Once aPP rded

CHP 735 to Fiscal Mana e GH

the CHP 735 Clerk Puts le un

and updates the file on a weekly basis.
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STATE OF CALIFORNIÁ
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

ISPECTION PROGRAM
-r{APTER I
COMMAND DUI COST RECOVERY

Pecific emPloYee(s)

assigned to process all CHP 735 forms?

Remarks: Area S.O.P' for Office

Assistant ll 19.3 (A)'

this checklist is Yes, is

the responsibility of processing all CHP 735 forrns
iotion or any other document'ì

ffiforwardedtoFiscal
Management Section (FMS) properly with completed

criteriã in either Section A or Section B of the form?
X Yes nNo n N/A Remarks;

I Yes X tlo fl N/A Remarks:Does the command have a suspense system ln place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

lnfluenõe (DUl) Cost Recovery Program? This would

involve cases where the following criteria applies:

¡ A Blood Alcohol Content (BAC) under -08%

. A chemical test is positive for drugs only

. There is no supporting BAC test of drug test (i'e.,

ffimpleted based on the criteria

of Section A of the form being forwarded to FMS

within ten business days from one of the following

dates?
r The date of BAC results of =-08% were received

o The date of BAC results of :'040/o were received

for a commercial driver

n Yes XNo n N/A Remarks:

See Act¡on ltem # 1.

based on the criteria
of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?
¡ The person arrested refused to provide a

chemicaltest

' The arrest was for drugs only
¡ A BAC of 1 ,08o/o was obtained

n Yes XNo !run Remarks:

See Action ltem # 2'

X Yes !No X ruln Remarks:9. ls the lterni
completed
11.1, Admi
includes hc

incident?

zed Staff Hours section of the L;llP /3b
as required in Highway PatrolManual
nistrative Procedures Manual, and
rurs for all employees assigned to the
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STATE OF CALIFORNÙq
DEPARTMENT OF CALIFORNTA HIGHWAY PATROL

ÏSPECTION PROGRAM
ÜHAPTER 8

COMMAND DUI COST RECOVERY

ìõmñtpersonãrrested is transient, is the case being

entered into the CHP 7354, Case Log-DUl Cost

Recovery Program, without forwarding the CHP 735
+^ trÁrQ?

flYes fl ¡lo X ruln Remarks:

None lnspected'

X Yes nNo T N/A Remarks:11. Are staff hours involved ln the lncldem recoroeo on

the CHP 735 to the nearest ten minutes?

ffiof statf hours charged on the

CHP 735 agree with the approprìate CHP 415' Daily

Field Record?
X Yes n ¡lo n N/A Remarks:

CHP 4l S indicate the

billable DUI time when the CHP 415 includes more

than one activitY?

n Yes XNo I N/A Remarks:
See Action ltem # 3,

X Yes nNo !vn Remarks:4, Are the staff hours incurred by memþers oÌ Ïne

Department for the following activities.associated with

an ìncident meeting the criteria for DUI cost recovery

included in the CHP 735?
. Response Time
o On-Scenelnvestigation
. Follow-uplnvestigation
. Report Writing
¡ Vehicle Storage
. Call Back
. Field SobrietY Testing
¡ Transportation
r Booking
r ChemicalTesting
. Traffio. Cnntrol

ffir officers-in-charge' sergeants,

lieutenants, or captains listed on the CHP 735 for

time spent performing the activities listed in questlon

12 of this checklist and not exclusively supervisory

tasks?

X Yes nNo n N/A Remarks:

@e for reimbursement, sent out

to all commands via Comm-Net from FMS, being

used?
X Yes lNo n N/A Remarks:

ìffi coov of ts a copy of the cHP 735 being retained at the

command and filed? X Yes !No ! ¡¡¡n Remarks:

oPtional' CHP 735A to

track cases qualifying for the DUI Cost Recovery
Program?

I Yes XNo n N/A Remarks:
See Action ltem # 4'

oUiõost necovery Program?19. ln the absence of a cHP /3bA' now ls Ine commanu u

No current log utilized.

uut\il rg
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STATE OF CALIFORNIA
NEPARTMEI.{T OF CALIFORNIA HIGI.IWAY PATROL

'SPECTION PROGRAM
,-r{APTER I
COMMAND DUI COST RECOVERY

Remarks:

Suspense file separate for pending

Blood results and Convictions. -

nNo
nitoring sYstem to

track cases qualifying for the DUI Cost Recovery

Program including thè following information in the

monitoring sYstem?
. Defendantlnformation
. Violationlnformation
. Court lnformation
o FMS lnformation

Remarks:
No cases over 12 months located

ction within l2
months after submission to the District Attorney

closed out after court verification of case status?

Remarks:
None located and no track¡ng
syst€m in Place to ver¡fy.

ffi on the monitoring sYstem have

a line drawn through the Conviction Date and Date to

FMS as well as the reason the case was closed and

date of last follow-uP check!
Remarks:
Processed bY FMS

by FMS related to the submisston of CHP 735 forms

and case status identifying any deflciencies in the

subm¡ssion and accountabili$ of the DUI Cost

ffing the quarterly rePorts sent

RemarKs:
All returned 735's for corrections
are reviewed bY the Sergean!ô and
returned to the Officer if

ts fn¡S rev¡ewinq the CHP 735 forms
completeness of information and returning deficient

forms to the issuing command for corrections?

Are or otlerpayments, as a result of
eroneous charges, in an amount of = $5'00 being

the
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENÏ
agelof4

Command:

Santa Fe Sprinqs
Div¡sion:

Southern
Chapter:

Eioht (B)

lnspected by:

Sot. Michael Stefanoff , #14924
Date:

061312009

:- :
INSTRUCTIoNS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the

chapter number of the inspection in the Chápter lnspection ñrr¡"r. Under "Forward to:'; enter the next level of command where the

document shall be routed to and its due date. This document shall be utilized to docurnent innovative practices, suggestions for statewide

improvement, identified defìciencies, corrective action plans. A CHP 51 Memorandum may be used if addi!þ!!! Jqacais required'

TYPE OF INSPECTION

ffi Division Level n Command Level

E Executíve Office Level

Total hours expended on the
inspection:

Ten (10) hours

X

x

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

Xves nruo

Forward to:
Southern Division

Due Date: 06122109

I n specto r's Com ments Rega rd ing I n n ovatLve !4gliggs :

None.

, Jommand Suggestions for Statewide lmprovement
None.

On June 3, 2009, the Southern Division lnspection Team conducted an inspection ofthe Santa Fe

Springs Area. The scope of the inspection included the Driving Under the lnfluence Cost Recovery

el-ogrãm (CHp Z3S). The inspection was conducte I in accordance with the Command lnspections

Mañual, ftign*"y patrol Manual 22.1 (HPM), Chapter 8. Ten percent (12 documents) of the Area's CHP

735's for the previous twelve months were inspected.

The CHp 73b program is currently being processed and monitored by the Area Arrest Reports Clerk

(Office Assistant ti- on tt¡. OA lÍ, D. Cóoper, #A13097, assumed the position in June 2008. ln addition

io regula¡y assígned duties the CHP 735 clerk has some understanding of the requirements of HPM

I I : , Cnaþter ZO, and is fairly orga nized with paperwork files, Currently, the Field Lieutenant is the final

level of review for the CHP 735's-. After review by the on-duty Sergeant, the CHP 735 is fonruarded to

the Lieutenant for review and signature. The CHP 735 is then fon¡varded to the CHP 735 Clerk for
'ocessing to Fiscal Management Section (FMS).

ÇHP 680A (Rev.02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Santa Fe Sprinqs
Division:

Southern
Chapter:

Eiqht (8)
lnspected by:

Sqt. Michael Stefanoff , #14924
Date:

061312009

uç)" ?! 7 ____:__=_ :=:_::::::::
The Santa Fe Springs Area Commander assumed the position in May 2006. lt is apparent that the Area

Commander has takên an active role in the management and importance of the Area's DUI Cost

Recovery program. The Area has the officers submit the CHP 735 to their immediate supervisor to

ensure all documents are completed and accurate for those incidents meeting the DUI Cost Recovery

criteria.

ACTION ITEMS

Action ltem #1 - Ensure all CHP 735's are processed and fon¡¿arded to Fiscal Management Section

*thi¡ üen(10)¡usiness days of the established criteria (CHP 735 - Section A), in accordance with

departmental policy, HPM 11.1, Chapter 20 (Question #7)'

. The Area is currently not utilizing any type of log or spreadsheet to track and monitor cases

meeting the DUI Cost Recovery-criteriá. lt was determined that there is no uniform method of

recordiñg the date the CHP 736 was forwarded to FMS. Very few CHP 735's have the date

written direcgy on them. Some documents have the date indicated on a route slip attached to the

copies when ifre CUp 735 was processed. Although eventually processed (verified by the

quañerly FMS reports) most of the CHP 735's had no indication of the date it was fonvarded to

FMS, Without an'FMS date there is no verification of the documents being submitted within the

required ten day time frame.

. The CHp Z3S Clerk currenfly relies on the Area Evidence Officer to obtain the B.A.C. results and

enter them into AlS. The CHP 735 Clerk periodically checks the status of the B.A,C. results of

the pending CHp 73b's through AIS once they are entered. Without immediate notification from

the Evidenóe Officer of the B.A.C, results, the CHP 735 Clerk does not have immediate access to

B.A.C. results for the processing of CHP 735's within the required ten day time frame'

Action ltem #2 - Ensure all CHP 735's are processed and fon¡varded to Fiscal Management Section

*'ithil., te tbusiness days of the established critería (CHP 735 - Section B), in accordance with

departmental policy, HPM 11.1, Chapter 20 (Question #8).

. The Area is currently not utilizing any type of log or spreadsheet to track and monitor cases

meeting the DUI Cost Recoverylriterlá. lt was determined that there is no uniform method of

recordiñg the date the CHP 735 was fonvarded to FMS. Very few CHP 735's have the date

written directly on them, Some documents have the date indicated on a route slip attached to the

copies when ine CUp 735 was processed. Although eventually processed, verified by the
quärterly FMS repofts, most of the CHP 735's had no indication of the date it was fon¡varded to

FMS, Without an FMS date there is no verification of the documents being submitted within the

required ten day time frame.

. The CHP 735 Clerk monitors the suspense file and criminal conviction status when not
' completing other assigned duties. The CHP 735 Clerk currently does not have access to any

court information through CCHRS or the TCIS. The sole source for verifying the court disposition

CHP 6804 (Rev. 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Santa Fe Springs
D¡vision:

Southern
Chapter:

Eiqht (8)
lnspected by:

Sot, Michael Stefanoff , #14924
Date:

06/3/2009

age30f4 _-__- - 
----_--status is through an individual Criminal Histo

will periodically call the appropriate coud to o
information received from the Area Court Offi
processed once the conviction status is verifie
process the CHP 735's, Therefore, the CHP I

processed within the required ten day time frame'

e the notes portion of the CHP 415 indicates b

ty when the CHP 415 includes more than one

shall be included on the CHP 415 in accordan

11.1, Chapter20 (Question #13).

r lt is the responsibility of the on-duty Sergeant to ensure all time indicated on a submitted CHP

735 corresponds with an attached 
'CIIP415 

for that incident. The majority oj tþ-C-HP 415's

indicate biliable activity time by highlighting the time to correspond with the CHP 735, however no

additional information,-regardiñg t-heiiactivity, is placed in the notes portion as required'

. The majority of the investigating officers handling incidents requiring a CHP T3Scorrectly i

categorize their activity betwee-n the cHP 415 añd cHP 735, ln addition, the majority of the

officer's also place tne Oefendants name and case number on the CHP 415 as.required'

However, several of the CHP 415's submitted with the CHP 735's, for additional.offícers on

scene, do not contain the defendant's name and have their activity time documented as "other :

Assists." Although the total number of hours on the CHP 735 corresponds to the.;attached CHP

415, the billable ãctivity time, meeting the DUI Cost Recovery criteria, is not itemized on the CHP

415. As a result, this creates some confusion on the amount of time documented for DUI Cost

Recovery for a specific incident for the additional officers.

Action ltem #4 - Ensure the Area is utilizing some type of system to track cases qualifying for the DUI

Cost Re.overy program and their submission to Fiscal Management Section (Question #18).

. The Area is curren¡y not utilizing any type of log or spreadsheet to track and monitor cases

meeting the DUI Cost Recovery-critér¡ã. lt w s-determined that there is no uniform method of

recordiñg the date the CHp 736 was forwarded to FMS. Although the CHP 735 Clerk does have

access to the AlS, it is not being utifized to track or record cHP 735 information, The AIS is being

utilized by the Area Evid"nce rñd Court officers, by recording the cHP 735 information in the

database, By adequately utilizing this system to enter and store valuable information regarding

these incidents, there is no dupliõation óf information, thus eliminating the potential for errors' ln

addítion, by utitízing the AIS system, the CHP 7354 Case Log is automatically generated by the

arrest date, which óreates an accurate, up to date, suspense and tracking system.

Within the next 30 days Area will implement the following:

CHP 680A (Rev. 02'09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Santa Fe Sprinqs
Division:

Southern
Chapter:

Eiqht (8)

lnspected bY:

Sqt. Michael Stefanoff , ltl!921
Date:

06/3/2009

:s:!:y:::=::__--:--::-
Action ltem #1. Area will ensure all CHP 735 forms are processed and forwarded to Fiscal

Management section (FMS) within the required time frame, The date will be documented on the top of

each cHp 73s form inàicating when it was fon¡varded to FMS. A log will be created to accurately track

each CHP 735 form (Section A)'

Action ltem #2, A log will be created to accurately track each cHP 735 form (section B)' Additionally,

the cHp 735 clerk will"work closely with the court i evidence officer to obtain required information from

the courts to complete the CHp 7i5 forms in a timely manner. Area will also explore the possibility of

the Area cHp 73s clerk getting access to the ccHFis and or the TCIS system for needed information'

Action ltem #3. Area will províde training to all officers and sergeants regardíng Jh9-pj9q".r
documentation of required information on-th" CHP 415, Daily Field Record, and cHP 735 forms per

Departmental poticy (HpM 1 1.1, chafter 20). This will occui during training days and daily briefing

items.

Action ltem #4. Area will use the cHp 7354 form to accurately track cases. Additionally, training will

be provided to personnel responsible for tracking cases eligiblefor DUI cost recovery specifically by

using the Automated lnformation Sysiem (AlS).

Inspector's Comments: shail address non concurrence by commander (e.g., findings revised, findings unchanged'

etc,
None.

Sèe above, Commander's ResPonse'

Employee would like to discuss this report with

HPM 9.1. ChaPter 8 for appeal

Reviewer discussed this report with

employee
t]&ncur

CHP 6804 lRev- 02'09) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

. ISPECTION PROGRAM
CHAPTER 8

COMMAND REIMBURSABLE SERVICES

Page 1of4

Command:

550 SFS
D¡vision:

Southern
Number:

Chapter I
Evaluated bY:

Justine Lam
Date:

6/3/09
Assisted by:

Ana Markey
Date:

6/3/09

ryPE OF INSPECTION

X Division Level n Command Level

E Ofnce of lnspections n Voluntary Self-lnspection

Lead lnspestor's Signature:

Commaì

û

Follow-up
Yes

Required;
I ¡lo

Follow-Up lnspection¡
BY:

I

tFor applicable policies, refer to HPM 11.1, Chapter 6.

1 Prbr to the performance of services, is the

contracting parly informed of the rates charged for

services, departmental equipment usage, and
E Yes nNo !vn Remarks:

2. DoeStñãTilllng rate include mileage and other

expenses such as unifor@ R Yes l-l tlo TI N/A

3 When a aãfety service is provided to another state

agency, is the agency's five-digit billing code

obtained?
E Yes ENo fJ N/A Remarks:

@ented on the Reimbursable

Services Billing Memorandum? ñ Yes ll lrlo l-l ñ/A Remarks;

5. ls S5-chãrgéo for each CHP uniformed employee
assigned to the detail if the cancellation notification is

less than 24 hours prior to the scheduled service?
EJves !No ! n¡¡n Remarks;

@t of 4 hours overtime charged

when employee(s) could not be notified of the

cancellation of their service(s)?
ffi Yes nNo ! ruln Remarks:

7. b nformátíon regarding the procedures to obtain

necessary right-of-way clearances or permits, local

requirements, and other pertinent information made
available to inouirino oarties?

E Yes nruo n ¡¡ln Remarksl

8-re wr'ttten requests for specific services directed to

the aooropriate command? ñ Yes f-l No TI N/A Rcmarl(s:

ffislessthan $5o,ooo
aooroved bv Division? XlYes l-l l.lo f-l N/A Remarts:

ffi estimated to be $5o,ooo or

more approved by the Office of the Commissioner?

Assistant Commissioner, Field?

! ves !No E Nln Remarks: Of the documents
reviewed. none were over $50,000

! Yes !No EI N/A
Remãrks: Of the documents
reviewed, none were Protective
services.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HìGHWAY PATROL

ISPECTION PROGRAM
T,HAPTER 8

COMMAND REIMBURSABLE SERVICES

19. Oo nSn numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal
year, three digit location code, and a sequential
number for each ent?

Za ts a copy of the resolution, order, motion, or

ordinance of the local governing body obtained when
one of the contracting parties is a county, city, dìstrict,

or other local public bodY?

I 2.lsãRdmbursãble Services Agreement (RSA) log

number requested from Division for every contract?

Remarks: Action ltem #113"Is a CHP 465 form completed in accordance with

14-a,re advance pãyments collected from the contracting
comoanv orior to the start of the service?

1S. ts a CHe2stþrepared and mailed to the contracting
of advance payments?

tO. ls a CHP 467 prepared and submitted to the Fiscal

Management Section upon completion of the

contractual service(s
17. ls a copy of the CHP 465 attached to the weekly

CHP 230, and if applicable, a CHP '169?

Remarks: Aciion ltem #218. ls a CHP 466 maintained?

Remarks: Action ltem #220'ls the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning

with the sequential number 001?

Zt , nre alt sequential numbers accounted for when

reconcìling with the Billing Memorandum?

Remarks: Action ltem #2ZZ. nre sequential numbers not matching Billing
Memorandums reconciled?

23. ls the original signed and filed at Area?

U. Ooes the command proceed with all RSA
arrangements, and if needed, ensure the requestor
has obtained the necessary right-of-way, clearances,

Renrarks: None of the documents

reviewed required the inclusion of the

indemnificalion clause

ZS. ls tne indemnification clause included in the
agreement when requested?

Remarks: None of lhe documents
reviewecl required the inclusion of the

indemnification clause.

Za ls the inclusion of the indemnification clause
approved by the Department of General Services,
Office of Legal Services?

Remarks: None of the documenls
reviewed were over $50,000.

Zf ff ne service ls over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract
Services Unit?

Remarks: There are several existing
contracts in Place with some
governmental agencies. lf no
contract has been entered, then an

CHP 6B0U (Rev, 02-09) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

ISPEGTION PROGRAM
UHAPTER B

COMMAND REIMBURSABLE SERVICES

35

JO

ls the date when the Billing Memorandum was sent to

FMS noted on the Reimbursable Services Control

ts a copy of the command's Reimbursable Services

Control Log forwarded or e-mailed to the Division
Coordinator at the end of each month?

44 Are Ñertime reports approved and dated by the
corn mander after reconcili

45, C theoreiñd õvèriime report(s) forwarded to FMS?

29. Are dignitary protection services referred to the Office
of Dionitarv Protection?

30. Are CHP 312 forms, CHP 313 forms, and GHP 467

forms prepared when a statewide agreement is in

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Services Division, Field Support Section?

Remarks: No outside training hasã2'ls a e HÞ 230 prepared by the contracting party when

fees are collected on the day of the training session?

Remarks: Action ltem #3@7 and contract agreement
submitted to Fiscal Management Section (FMS) upon

compfetion of services (other than COZEEP,
MAZEE P, extraordin ary p rotective services, a n d

34. Are copies of GHP 467 forms fonvarded to the next

Remarks: Action llem #2

37. ls the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure

all reimbursable time has been reported to FMS for

@ing inspected and resolved

Remarks: Noextraotdinary
protective services agreements were

39. ls a copy of the CHP 467 and CHP 465 submitted to
FMS upon completion of extraordinary protective
services?

40. ls a reimbursable special project code obtained on

contractual service?

@) for reimbursable special
project(s) used to reconcile CHP 415 forms for each

42. Are the special project codes on the overtime
report(s) verified to ensure the correct special project
code has been used?

ffi noted on the overtime rePort(s)?

CHP 680U (Rev. 02-09) OPI 010
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STATE OF CATIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

,ISPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

46, ls a copy of the overtime report fon¡varded to Division
by the 1-0'h of the month (except COZEEPIMMEEP)? X Yes nruo n u¡n Remarks: A coPY is due to the

Division by the 1Srhof each month.
The due date is delaYed because the
overtime report does not get Printed
bv Headouarters unlil the I'n.

47. Are an COZEEPIMAZEEP reports forwarded to

Division by the 15rh of the month? 

-

X Yes i-l lrto l-l ru¡n Remarks:

48. Are all COZEEPIMAZEEP reports approved by
Division and forwarded to FMS by the 30'n of the
month?

X Yes ! tto ! N/A Remarks:

49. ls a copy of the CHP 71 attached to the overtime
report(s) when there are reimbursable nonuniformed
personnel hours?

n ves n ¡¡o X ru¡n Remarks: None insPected. ln the'
rare occasion non-uniformed time is
involved, CHP71 is attached to the
OT rePort.

50, ls an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is
the seruice discontinued?

X Yes nruo n N/A Remarks:

St. Àre all payments made directly to FMS?
X Yes I-l lrlo N N/A Remarks: All checks made to CHP

52, Does the command require delinquent companies to

pay outstanding invoices in full prior to providing any
future services?

! Yes ! tlo X n¡n Remarks: Commands do not receive
information from Headquarters
regarding delinquent accounts.
Therefore commands cannot track
this information.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

'age 1 of 4

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number, Under "Fonvard to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to documentinnovative practices, suggestionsforstatewide

improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional is required.

commanq:

550 SFS
D¡V¡SiON:

Southern
chapte[

I
lnspected by:

Ana Markev & Justine Lam
Dale;

6/3/09

TYPE OF INSPECTION

X Division Level n command Level

! Executive Office Level

Total hours expended on the
inspection: 5

X

x

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

X Yes E tlo

Forward to:
Southern Division
Due Date: 6122109

lnsÞector's Comments Regarding lnnovative Practices:
None.

I

None.

On June 3,2OOg, Southern Division conducted an inspection on Santa Fe Springs Area's reimbursable

serv¡ces. Since the Area had a minimal amount of reimbursable seryices, 100% inspection was done for
the period of May 1,2008 to April 30, 2009. Highway Patrol Manual (HPM) 22.1 Chapter I and Highway

Patrol Manual (HPM) 11.1, Chapter 6, was used to assess the Area's compl¡ance for reimbursable

services.

Santa Fe Springs Area's reimbursable services is handled by the Area Overtime Coordinator, Officer

Jon Osti as desìgnated by the Area Standard Operating Procedures (SOP), Officer Osti has assumed

this position for approximately one year. lt was apparent during this inspection that Officer Osti had

good knowledge of the policies and procedures relating to reimbursable services.

After completion of the CHP 465 and 467, Oflicer Osti forwards the documents to the Commander for

;view and signature.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

550 SFS
Division:

Southern
Chapter

B

lnspected by:

Ana Markev & Justine Lam
Date:

613109

ACTION ITEMS

Action ltem #l
Question 13: ls a CHP 465 form completed in accordance with policy?

o One document reviewed did not have the requesting company's signature,

Action ltem #2
Question '18: ls a CHP466 maintained?

euestion 20: ls the CHP466 closed out at the end of each fiscal year with a new log implemented on

July 1 beginning with the sequential number 001?

euestion 21: Are all sequential numbers accounted for when reconciling with the Billing Memorandum?

Question 22: Are sequential numbers not matching Billing Memorandums reconciled?

euestion 36: ls a copy of the command's Reimbursable Services Control Log fonrvarded or emailed to-

e Division Coordinator at the end of each month?

. The log was neither reconciled nor fonvarded to Southern Division as there was no CHP 466 (R#

Log) maintained by the Area.

Action ltem #3
Offi-st'ron ee: nre the original CHP 467 and contract agreement submitted to Fiscal Management

Section (FMS) upon completion of services (other lhan COZEEP, MAZEEP, extraordinary protective

seryices, and special projects) within 5 days?

o Four documents reviewed did not get completed within the required timeframe.

o Although the five day timeframe is not a policy, it is recommended that the CHP 467 and CHP

465 be sent to Fiscal Management Section (FMS) as expeditiously as possible

Note: The fottowing items were not part of the Chapter I checklist however the discrepancies below

were identified during the inspection:

o lt was identified that there were no biltíng documents (CHP 467, CHP 313) completed and sent to

Físcal Management Section (FMS) on all the reimbursable detaíts for the Bureau of Automotive

Repair (BAR). Per Officer Osti, he was not aware that bitting documents were needed for this

type of service and that allthe BAR details díd not have any bítling documents attached
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

550 SFS
Div¡sion;

Southern
Chapter:

I
lnspected by:

Ana Markey & Justine Lam
Date:

6/3/09

=3" 
30f 4 -::::-_-::::::::::

o On the COZEE1/MAZEEP reimbursable contracts the miteage on one of the Daily Reports did

not get wr¡tten on the 415 and another one had the wrong mileage amount entered on the 415'

¡ Two documents were found to not have the counter receipt ( CHP251) number written on the

checks collected. Per HPM11.1, Chapter 4, paragraph 8a.(6), the counter receipt number needs

to be indicated on the check.

o On the CHp465 form (#g tine item), the deposit cottected should be indícated when a check was

colected by the Area. lt was ¡deni¡f¡ed that two documents did not have the check amount and

check number entered on the CHP 465's'

o On the CHp467, the check amount shoutd onty be entered in the Deposit Collected field when a

check is receive,d by the Area. One document was found to have indicated that a payment was

collected when no check was received'

See below for Area Corrective Action

lnspector's Comments: shall address non concurrence by commander (e.g., findings revised, findings unchanged,

None.

within the next thirly days Area will implement the following:

Action ltem #1. Area will assign a supervisor to immediately oversee the Area Overtime Coordinator.'

This will help improve the review process of all required paperwork and confirm all information and

required signatures are obtained,

Action ltem#2. A copy of the cHP 466, Reimbursable Services Control Log, will be placed in

spense for every ¡uiv r't. This wíll ensure Area stafts a new log for each fiscal year' Additionally, the

,-rlp 466 will be piaced in the suspense log to ensure a copy is forwarded to Division on the first of each

cHP 680A (Rev.02-09) oPl 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

550 SFS
Division:

Southern
unapter:

I
lnspected by:

Ana Markey & Justine Lam
Date:

6/3/09

age/: of+ :
month. Prior to submittal, each CHP 465 Reimbursable Letter of Agreement will be reviewed by a

supervisor prior to submittal to Division.

Action ltem #3. The assignment of a supervisor to oversee the overtime coordinator will help with the

accuracy and timeliness and will assist the Area meet Departmental Policy in the completion of required

documentation,

Al required documentation will be cross referenced for accuracy including but not limited to CHP 465, 
'

466,467,313, 415 and CHP 251 Counter Receipts.

Employee would like to discuss this report with
the reviewer.

HPM 9,1, Chapter I for

G ¡.6 c"þ

þ-vtt.o1
Reviewer discussed this report with

ncur fl oo not concur
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STA-TE OF CALIFORNIA

^trPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
ç, TAPTER I
COMMAND DUI COST RECOVERY

C ommand:

Newhall
D¡vision:

Southern
Number:

Eiqht (8)

Evaluated by:

Sqt, Michael Stefanoff # 14924
Date:

06/09/2009
Assisted by:

Officer Clifford Poder # 16738
Date:

06/09i2009

INSTRUCTIONS: Answer lndividual items with "Yes" or "No" answers, or fill in the blanks as indìcated. Any "No" answers, discrepancies

with policy, applicable legal statues, or deficiencies noled in the inspections shall be commented on via lhe "Remarks" section

Additionally, such discre[ancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of

command Furthermore,thememorandumshall includeanyfollow-upand/orcorrectiveaction(s)taken. lflhisformisusedasaFollow-
up lnspection, the "Follow-up lnspection" box shall be marked and only deficienl items need to be re-inspecled,

TYPE OI1 INSPECTION

X Divìsion Level ! Command Level

D Oft¡ce of lnspections n Voluntary Self-lnspection

Lead lnspector's Signature:

--tt-?tu
Follow-up Required:

fves Eruo
X follow-Up lnspectron

BY:

Date'

é -tz-a7
For applicable policies, refer to HPM 1 'l .1, Chapter 20.

Nnte: lf ã "No" or "N/4" box is checked. the "Remarks" section shall be ut lized for ex planation,

1. Does the command have sufficient procedures to
ensure that a CllP 735, lncident Response
Reimbursement Statement, is prepared for each
arrest that meets the cost recoverv criteria?

X Yes f] l.lo n ¡¡¡n Remarks:

2. What are these procedures?

This command has the Area Accident lnvestigation Officerverify thatthe Cost Recovery Griteria has been met

with an arrest for a violation of California Vehicle Code sectio n 23'152 or 23153. He/she also determines if the

arrested party caused a response to an incident and has a supporting Btood Alcohol Concentration Test (BAc

Test) with a result of .08% or greater, meeting the criteria for the CHP 735 "4" section, The officer may utilize the

conditions of the CHp 73S ,,B,isection in the case of a BAC Test that returns under the .08%, a refusalto take the

BAC Test, or a chemical test that is for drugs only. The Accident lnvestigation Officer reviews the report and

ensures that a CHp 73S is attached when the criteria is met. The Accident lnvestigation Officerthen forwards the

CHp 73S to the Sergeants Office for review. The On-Duty Sergeant reviews the CHP 735 for accuracy and initials-

the CHp 73S. The CHp Z¡S is separated from the report and forwarded to the CHP 735 Clerk (Office Assistant).

As of March 2009, the CHp 73S Clerk gets a copy of thc report along with the CHP 735. This allows her to verify

the information is correct before forwarding the CHP 735 to the Lieutenant for the approval signature. Once

signed, the CHP 735 Clerk forwards the GHP 735 to Fiscal Management Section (FMS). lf the CHP 735 ís pending

foi a Blood Result or a Conviction Date, the CHP 735 Clerk puts the CHP 735 in a separate file until the results

come in. The CHP 735 Clerk checks the file and updates the file on a weekly basis.

3. Does the command have a specific employee(s)
assigned to process all CHP 735 forms? I Yes nNo n nln Remarks:

4. lf the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms
listed in their iob description or anv other document?

K Yes ENo n ¡un Remarks:
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STATE OF CALIFORNIA
^trPARTMENI' OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
u TAPTER I
COMMAND DUI COST RECOVERY

5. Are all CHP 735 forms fon¡varded to Fiscal

Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

I Yes lNo ! N/A Remarks:

O-Ooes tfre command have a suspense system in place

to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the

lnfluence (DUl) Cost Recovery Program? This would

involve cases where the following criteria applies:
. A Blood Alcohol Content (BAC) under.08%
r A chemical test is positive for drugs only
. There is no supporting BAC test of drug test (ie.,

a refusal)

X Yes E ¡lo E N/A Remarks:

7-Are-CHP 735 forms completed based on the criteria
of Section A of the form being fonruarded to FMS
within ten business days from one of the following
dates?
. The date of BAC results of :.08% were received

. The date of BAC results of :.04o/o were received
for a commercial driver

! Yes XNo n N/A Remarl(s:

See Action ltem # 1.

a. nre CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS
within ten business days from being notified of a
conviction of Callfornia Vehicle Sections 23152 or
23153, or greater offence as a result of one of the

following?
. The person arrested refused to provide a

chemical test
. The arrest was for drugs onlY

r A BAC of < ,08% was obtained

E Yes nNo X Nln Remarks.

The only CHP 735 forms located
that met the requirements of the

"8" Section are still Pending for
blood results or a conviction date'
Therefore theY have not been
processed through F'M.S.

g. ts tne ftemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
1 1.1 , Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

X Yes ENo I N/A Remarks:

10. lf the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUl Cost
Recovery Program, withoutforwarding the CHP 735
to FMS?

! Yes ENo X ruln Remarks:
None lnspected,

11, Are staff hours involved in the incident recorded on

the CHP 735 to the nearest ten mìnutes? X Yes n r.¡o Ivn Remarks:

12, Do the total number of staff hours charged on the
CHP 735 agree wìth the appropriate CHP 415, Daily
Field Record?

X Yes n f'lo E NiA Remarks
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STATE OF CALIFORNIA
ñtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
u, ¡APTER I
COMMAND DUI COST RECOVERY

13 Does the Notes portíon of the CHP 415 indicate the
billable DUI time when the CHP 415 lncludes more
than one acti-vitv?

flves XNo I N/A Remarks:
See Action ltem # 2.

14, Are the staff hours incurred by members of the
Department for the following activities associated with
an incident meeting the criteria for DUI cost recovery
included in the CHP 735?
r Response Time
. On-Scenelnvestigation
. Follow-uplnvestigation
. Report Writing
. Vehicle Storage
. Call Back
. Field Sobriety Testing
o Transportation
. Booking
. Chemical Testing
. Traffic Control

X Yes trNo fl N/A Remarks.

'15. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captaìns lìsted on the CHP 735 for
time spent performing the activìties listed in question
12 of this checklist and not exclusively supervisory
tasks?

I Yes ! trto Xvn Remarks:

16. ls the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

X Yes ENo n nln Remarks

17. ls a copy of the CHP 735 being retained at the
command and filed? ffi Yes fl t'lo n NiA Remarks:

18. ls the command utilizing the, optional, CHP 7354 to
track cases qualifying for the DUI Cost Recovery
Proqram?

I Yes trruo TNn Remarks:

ecommandtrackingtheDUlCostRecoveryProgram?

The CHp 735 Clerk utilizes the CHP 7354 in the Adobe Format, They are entered in by arrest date and pr¡nted out on a weekly basis for the

CHp 73S Binder, The CHp 735 Clerk updates the GHP 7354 and checks on the pending cases on a weekly basis. Prior to March 2009' there-

was no tracking system in place to adequately track and monitof the CHP 735's thatwere submitted'

20. Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program rncluding the following information in the
monitoring system?
¡ Defendantlnformation
¡ Violationlnformation
. Court lnformation
. FMS Information
r BAC test results

X Yes ! ¡to E N/A Remarks
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SIATE OF CALIFORNIA

^trPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
-, TAPTER B

COMMAND DUI COST RECOVERY

21. Are cases not resulting in a conviction within l2
months after submission to the District Attorney
closed out after court verificatton of case status?

22io ãosed out cases on the monitoring system have

a line drawn through the Conviction Date and Date to

FMS as well as the reason the case was closed and

date of last follow-up check?

Remarks:
None lnspected.

Zl Are rètunds or overpayments, as a result of

erroneous charges, in an amount of = $5,00 being

24. ls the command reviewing the quarterly reports sent

by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the

submission and accountability of the DUI Cost

Question 25 pertains to Fiscal Management Section.

Remarks:
None Located.

25. ls FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuinq command for corrections?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

command:

Newhall
Division:

Southern
Chapter:

Eiqht (8)
lnspected by:

Sot. Michael Stefanoff , #14924
Date:

06/8/2009

-age 1 of3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated' Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Fon¡vard to:" enter the next level of command where the document

,¡,ull O" routed to and its due date. This document shall be utilized to document innovative pract¡ces, suggestions for statewide

improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is requir

TYPE OF INSPECTION

X Division Level I Command Level

n Executive Office Level

Total hours expended on the
inspection:

Ten (10) hours

x

x

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

Xves I ruo

Forward to:
Southern Division

Due Date: 06122109

lnspector's Comments Regarding lnnovative Practices:

None,

on June g, 2009, the Southern Division lnspection Team conducted an inspection of the Newhall Area.

The scope of the inspection included the Diiving Under the lnfluence cost Recovery Program (cHP

TZ5). The inspection was conducted in accordãnce with the Command lnspections Manual, Highway
patrol Manual 22¡ (HP1,A), Chapter 8. Due to the number of total CHP 735's prepared over the past

twelve months, ten perceát (7 documents) would not have been sufficient. A minimum of ten documents

of the Area's cHp les's for ìne previous twelve months were inspected, ln addition, the Case Log -
DUI Cost Recovery program lcif r 7354) was ut¡lized to verify the tracking and processing of the CHP

735's.

The CHp 73b program is coordinated and processed by the Area Word Processing Technician - WPT

as designated by ine wpr job description. wPT c. Híli, #A14340, assumed the position in March 2009,
- addit-ion to regularly assigned duties, the CHP 735 Clerk has a solid understanding of the

. uquirements ofipM 1 1.1, Chapter 20, and is extremely organized with paperwo( I'1"!: The CHP 735

Clerk has a good working knowledge of the Area lnformation System (AlS). The CHP 735 Clerk
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Newhall
D¡v¡slon:

Southern
Chapter:

Eiqht (B)

lnspected by;

Sqt. Michael Stefanolf , #14924
Date:

061812009

_y _:______::
presenly utílizes the CHp 73SA in Adobe and was unaware of the self generated form available in the

Àls. rnä on-duty sergeant completes the initial revir w of the submitted CHP 735's and attached CHP

415,s. The documents are then fonruarded to the CHP 735 Clerk, who verifies the DUI Cost Recovery

Criteria has been met (Section A or B) and forwards it to the Area Lieutenant. Currently, the Area

Lieutenant is the final level of review f'or submitted CHP 735's and signs for the Area commander, before

fonruarding to Fiscal Management Section (FMS).

The Newhall Area Commander assumed the position in August 2008. lt is apparent that the Area

commander has taken an active role in the management and importance of the Area's DUI Cost

Recovery program based upon the levels of review, accuracy and detail of the cHP 735 documents

submitted.

AGTION ITEMS

Action ltem #1 - Ensure all CHp 735's are processed and fon¡rarded to Fiscal Management Section

*¡thiñm)-business days of the established critería (CHP 735 - Section A), in accordance with

departmental policy, HPM '11.1, Chapter 20 (Question #7)'

o lt was determined that the processing of a few CHP 735's were late based upon the time delay

with receiving the B.A,C. results. Cuirenily the CHP 735 Clerk relies upon the Evidence officer to

obtain tne a.Á.C. results and update the AIS system, Once the blood results are received the ten

day time frame starts. Due to ihe aforementioned, a minimal number of CHP 735's (Section A =

Blood B.A.C. results)were not processed within the required ten day time frame.

e the notes portion of the CHP 415 indicates billable DUI time and broken down

ty when the CHP 415 includes more than one activity. ln addition, the arrestees

énrlt U" included on the CHP 415 in accordance with departmental policy, HPM

11.1, Chapter 20 (Question #13).

. lt is the responsibility of the submitting Officer, on-duty Sergeant, CHP 735 clerk and reviewing

Lieutenant to ensure all time indicateð on a submitted CHP735 corresponds with an attached

CHp 4iS for that incident. The majority of the CHP 415's indicate billable activity time by

highlighting the time to correspond-with the CHP 735, however no additional information,

regarOing fheir activity, is placed in the notes pofiion as required'

. The majority of the investigating officers handling incidents requiring a CHP 735 correctly

categorize iheir activity betweeñ tne CHP 41S añO CHP 735. ln addition, the majority of the

officer's also place tne defendants name and case number on the CHP 415 as required'

Although the iotal number of hours on the CHP 735 corresponds to the attached CHP 415, the -

billable activity time, meeting the DUI Cost Recovery criteria, is not always itemized on the CHP

CHP 680^ (Rev,02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Newhall
Division:

Southern
Chapter:

Eioht (8)
lnspected by:

Sqt. Michael Stefanoff , #14924
Date:

061812009

age3of3
:-:-:-=:: - - 

-----41S. As a result, this creates some confusion on the amount of time documented for DUI Cost

Recovery for a specific incident for the additional officers,

Inspector's Commentst shall address non concurrence by commander (e.g., findings revised, findings unchanged,

None,

lorrective Action Plan/Timel ine

Action ltem #1 - B.A.c. results are currently received in Area each Tuesday and Thursday. The Area

Evidence officer will make a diligent effort tó update the Area A.l.S. accordingly and notify the office

Assistant charged with processiñg the CHP 735 to ensure strict compliance with the ten day time frame'

Action ltem #2 - While the amount of time charged on the CHP 735 and time logged on the CHP 415 
-

remdn cons''st"nt, the Area ensure officers com[leting the cHP 415 will add comments in the notes

section to alleviate discrepancies or confusion in the future.

I f mployee would like to discuss this report with
the reviewer.
lsee HPM 9.1. Chaoter 8 for aooeal procedures,)

IJAIE

/ tlaf
DAT L

6 'r 8--o 7

E Reviewer discussed this report with
employee

,-r&ûoncur n oo not concur

ffiffiE-sÊIGNAT.URE

SLJ,*L- G'z-u .u1

TEDA
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STATE OF CALIFORNIA
IEPARTMENT OF CALIFORNIA HIGI-ÍWAY PATROL

,ISPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Command:

Newhall
D¡vision:

Southern
Number:

Eiqht (8)

Evaluated by:

Officer Ana MarkeY #17290
Date:

06/08/2009
Assisted by:

Justine Lam
Date:

06/08/2009

INSTRUCTIONS: Answer individual items with "yes" or "No" answers, or fill in the blanks as indicated. y "No" answers' discrepancies

with policy, applicable legal statu s, or deficienc¡riìoted in the inspections shall be commented on via the "Remarks" t"Tlol:* 
ran,or ntwlLl I Pulluy ' 

qPPlruqvrç rç

Additionally, such discrepancies and/or deficiencies shail þe documented on an Exceptions Document and addressed to the next level of

command. Furthermore, the memorandum shall include any follow-up and/or correctíve action(s) taken. lf this form is used as a Follow-gp

inspect¡on, the "Follow-up lnspãction" box shall be marked ànd only deficient items need to be re-inspected'

WPE OF INSPECTION

X Division Level n Command Level

fl office of lnspections flVoluntary Self-lnspection

f] follow-Up lnspectionFoll
X

ow-up Required:
Yes I No

For applicable policies, refer to HPM 11.1, Chapter 6.

-oeð 
the billing rate include mileage and other
ses such as uniform or

When a safe$ service is provided to another state
agency, is the agency's five-digit billing code

+ ls tfre Or'il¡ns code documented on the Reimbu
Services Billing Memorandum?

S. ls $SO charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is
less than 24 hours prior to the scheduled service?

6rTs a rninimum pãyment of 4 hours overtime charged
when employee(s) could not be notified of the

cancellation of their service(s)?
7. ls information ng the procedures to obtain

necessary right-of-way clearances or permits, local
requirements, and other pertinent information made

8. Are \ir¡tten requests for specific services directed to
the approÞriate command?

õ-re traffic control services less than $50,000

Remarks: Of the documents reviewed

Remarks: Of the documents
reviewed, none were Protective

1. prior to the performance of services, is the
contracting party informed of the rates charged for
services, departmental equipment usage, and

cancellation poll

10

11.

Ãrã]rafric conic control services estimated to be $50,000 or

more approved by the Office of the Commissioner?

Are efraordinary protective services approved by the

Assistant Commissioner, Field?

CHP 6B0U (Rev. 02-09) OPI 010



Page 2of4

STATE OF CALIFORNIA
îEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

ISPECTION PROGRAM
UHAPTER 8

COMMAND REI MBURSABLE SERVICES

20,

19. Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal
year, three digit location code, and a sequential
number for each

ifie Cttp 466 closed out at the end of each fiscal
year with a new log implemented on July 'l beginning
with the number 001 ?

28.

29

ls a copy of the resolution, order, motion, orrv e vvyj

ordinance of the local governing body obtained when
one of the contracting parties is a county, city, district,
or other local
Are dignitary protection services refe
of Diqn itarv Protection?

12. ls a Reimbursable Services Agreement (RSA) log
number requested from Division for every contract?

Remarks: See aciion ltem #113. ls a CHP 465 form completed in accordance with

14. Are advance payments collected from the contracting
to the start of the service?

15. ls a CHP 251 prepared and mailed to the contracting
oomoanv upon receiot of advance

467 prepared and submitted to the Fiscal
Management Section upon completion of the

17. ls a copy of the CHP 465 attached to the weekly
CHP 230, and if apolicable, a CHP 169?

18. ls a CHP 466

21. Are all sequential numbers accounted forwhen
with the Blllinq Memorandum?

22. Are sequential numbers not matching Billing
Memorandums reconciled?

23. ls the original RSA signed and filed at Area

24. Does the command proceed with all R
arrangements, and if needed, ensure the requestor
has obtained the necessary right-of-way, clearances,

25. ls the indemnification clause included in the
ent when reouested?

26. ls the inclusion of the indemnification clause
approved by the Department of Genera.l Services,
Office of Leoal Services?

Remarks: None of the documents
reviewed were over $50'000'

service is over $50,000 per occasion, is a
CHP 7BR prepared and submitted to Contract
Services Unit?

CHP 680U (Rev.02-09) OPI 010
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STATE OF CALIFORNIA
ìEPARTMENT OF CALIFORNIA HIGHWAY PATROL

.ISPECTION PROGR,AM
UHAPTER 8

COMMAND REIMBURSABLE SERVICES

36, ls a copy of the command's Reim Services
Control Log forwarded or e-mailed to the
Coordinator at the end of each month?
ls the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for

45. ls the original overtime report(s) forwarded to FM

Division

37.

46. ls a copy of the overtime report fonruarded to Division
by the 1Oth of the month (except COZEEPII\IIAZEEP)?

30. Are CHP 312 forms, CHP 313 fo¡ms, and CHP 467
forms prepared when a statewide agreement is in
effect?

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Seruices Division, Field Support Section?

Remarks: No outside training has32. ls a CHP 230 prepared by the contracting party when
fees are collected on the day of the training session?

Remarks: See action item #23, Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MAZ EEP, extraordinary protective services, and

iects) within 5

34, Are copies of CHP 467 forms forwarded to the next

when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control

Are outstanding items being inspected and resolved?

Remarks: Out of the documents thal
were reviewed, none were protective

39, ls a copy of the CHP 467 and CHP 465 submitted to
FMS upon completion of extraordinary protective
services?

40, ls a reimbursable special project code obtained on
contractual service?

41. ls the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each

42. Are the special project codes on the overtime

. report(s) verified to ensure the correct special project
code has been used?

43. Are all corrections noted on the ovedime report(s)?

44. Are overtime reports approved and dated by the
commander after reconcilino?

Division overtime reports are due by

the 1Srh of the month,

CHP 6B0U (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
1EPARTMENT OF GALIFORNIA HIGHWAY PATROL

{SPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

47. Are all COZEEPIMAZEEP reports fonruarded to
Division bv the 1Sth of the month? X Yes [:l trto l-l vR Remarks:

48. Are all COZEEP IMÁZEEP reports approved by
Division and forwarded to FMS by the 30'n of the
month?

X Yes ! ¡lo n N/A Remarks:

49, ls a copy of the CHP 71 attached to the overtime
report(s) when there are reimbursable nonuniformed
personnel hours?

n Yes nNo X ru¡n Remarks: : None insPected. ln the

rare occaslon non-uniformed time is
involved, CHP71 is attached to the

OT report.

50. ls an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is
the service discontinued?

X Yes nNo nrun Remarks:

51. Are all payments made directly to FMS?
X Yes [l trto il Nln Remarks:

52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any
future services?

n Yes nruo X N/A Remarks: Commands do not receive
information from Headquarters
regarding delinquent accounls.
Therefore commandi.ì cannot track
this information.

CHP 6B0U (Rev. 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

age 1 of3

Commandi

Newhall
Division:

Southern
Chapter:

Eiqht (B)

lnspected bY:

Officer Ana Markey
Date:

06/08/2009

INSTRUCTIoNS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated' Enter the chapter

number of the inspection-in the Chapter lnspection numbei. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
èl la¡l wa

improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is t

TYPE OF INSPECTION

I Division Level f] Command Level

! Executive Office Level

Total hours expended on the
inspection:

Eighteen (18) Hours

x

X

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

Xves [ruo

Forward to:
Southern Division
Due Date:
0612212009

Inspector's Comments Regarding lnnoyallye Practices:
None

None.

lnspector's Findings:

On June O1,2OO9,the Southem Division Inspection Team conducted an inspection of the Newhall Area' The

scope of the inspection included the Command Reimbursable Services. The inspection was conducted in

accãrdance with the Administrative Procedures Manual, Highway Pahol Manual (HPM) i 1.1, Chapter 6' Ten

percent (15 documents) of the Area's Reimbursable Services documents for the previous 12 months were

ìnspecteà. As a result of discr.epancies found in regards to question #I3, an additional 10% of documents were

reviewed,

The Newhall Area's reimbursable services is handled by the Area Overtime Coordinator, Officer Margarita

Thornton as indicated in the Area Standard Operating Procedules (SOP). It was apparent during this inspection

that Officer Thornton had good knowledge of th. policies and procedures relating to reimbursable services'

Offïcer Thornton has assuãed this positiãn for approximately 2 y"utt. The Reimbursable Contracts (CHP467

and CHP465) are processed by Word Processing Technician Christine Hill'

After completion of the CHp 465 and 467,Officer Thornton forwards the documents to the Commander or

'esignee for review and signature.

CHP 6804 (Rev, 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

age2of3

Command:

Newhall
Dlv¡s¡on:

Southern
Chapter:

Eiqht (B)

lnspected by:

Officer Ana Markey
lJate:

06/08/2009

ACTION ITEMS

Action Item #1

Is a CHP465 form completed in accorclance with the policy? (Questions #13)

o A total of 4 documents reviewed did not have the requesting company's signature. See attached

highlighted do cuments.

Action Item#2

Are the original CIÐ467 and contract agreements submitted to Fiscal Management Section (FMS) upon

completion ãf services (other than COZEEP,MAZEEP, extraordinary protective services, and special projects)

within 5 days? (Question #33)

r 9 documents reviewed did not get completed withìn the 5 day timeframe. See attached documents.

r Although the five day timeframe is not in policy, it is recommended that the CHP 467 and CHP 465 b:e

sent to Fiscal Management Section (FMS) as expeditiously as possible'

Notes: Thefoltowing item was not a port of the Chapter 8 checklist however the dìscrepancies below were

identifi.ed during the inspection.

The counter receipt number (onform CHP251) and the R# assigned to the detail were not written on the checks

collected. per HpM I I . t , Chapier 4, paragraph Ba. (6) . the counter receipt number needs to be indicated on the-

check. See attqched documents.

Commander's Response: X Concur or n Do Not Concu[ (Do Not Concur siall document basis for response

Inspector's Comments: Shall address non concurrence by commander (e,g., findings revised, findings unchanged,

None,

CHP 6004 (Rev, 02-os) OPI 010



STATE OF CALIFORNIA
DEPARTMEM OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

uommano:

Newhall
lJivrsron:

Southern
chapter:

Eioht (8)
lnspected by:

Officer Ana Markev
Date:

06t0812009

_Y' "t 
t__-_::::_ :

Action ltem #1 - A check list of required signatures and documents will be added to the existing officer
assignment sheet to ensure compliance with Department policy. A briefing item will be prepared to
instruct all personnel to obtain the required signatures and other documents (reimbursable check for
services) prior to completing the ovedime assignment.

Action ltem#2 - Although the five day timeframe is not required by policy, Area will make every effort to
fonruard the CHP 467 and CHP 465 to Fiscal Management Section (FMS) as expeditiously as possible.

4
Ll Employee would like to discuss this report with

the reviewer,
lSee HPM 9.1. Chaoter I for aopeal orocedures.)

DATE

/ .ó-al
DA IE

6r8
Reviewer discussed this report with
employee
€encur ! Oo not concur

DA] E

(t' u* -o1
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STATE OF CALIFORNIA
NÊPARTMENT OF CALI FORNIA H IGHWAY PATROL

SPECTION PROGRAM
UHAPTER 8
COMMAND REIMBURSABLE SERVICES

uomman0:

ISU
Dlvrslon:

Southern
Numþer:

Eioht (8)
Evaluated by:

Officer Ana Markev #17290
Date:

06t1712009
Assisted by:

Justine Lam
Date:

061171200s

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicaled. Any "No" answers, discrepancies

wíth policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section.

nUdiiionaity, such discreþancies and/or defìciencies shall be documented on an Exceptions Document and addressed to the next level of

command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

fi Division Level n Command Level

n Otf¡ce of lnspections X Voluntary Self-lnspection

Lead lnspector's Signature:

,/>
<-J<lGL

Follow-up
Yes

Required:
INo

T
BY

Follow-Up lnspection CommanderlS S ig nature:

)t.

Date:

(: ,i¡l iyndí

For applicable policies , tef er to HPM '1 1 ,1 , Chapter 6. I

ffihecked,,the'rRemar,ks" sêclion shail| Þel@
1. Prior to the performance of services, is the

contracting party informed of the rales charged for
services, departmental equipment usage, and
cancellation policv?

X Yes nNo n ru¡n Remarks:

2. Does the billing rate include mileage and other
exÞenses such as uniform or equipment damage? X Yes l-'l trto f-j ru¡n Remarks:

3. When a safety service is provided to another state
agency, is the agency's five-digit billing code
obtained?

X Yes !No n ru¡n Remarks:

4. ls the billing code documented on the Reimbursable
Services Billinq Memorandum? X Yes l-l lto l-l vn Remarks:

5. ls $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is

less than 24 hours prior to the scheduled service?
X Yes tr t'lo nvn Remarks:

6. ls a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the
cancellation of their service(s)?

X Yes nruo n N/A Remarks:

7. ls information regarding the procedures to obtain
necessary right-of-way clearances or permits, local
requirements, and other pertinent information made
available to inquirinq parties?

X Yes ! l.to n ¡lln Remarks:

8. Are written requests for specific services directed to
the aoorooriate command? X Yes l-l tlo l-l ¡l¡n Remarks:

9. Are traffic control services less than $50,000
apÞroved by Division? X Yes [--l trto ll vn Remarks:

10. Are tratfic control services estimated to be $50,000 or
more approved by the Office of the Commissioner? n yes nNo X N/A Remarks: Of the documents reviewed

none were over $50,000.

11. Are extraordinary protective services approved by the
Assistant Commissioner, Field? E Yes nNo D< N/A Remarks: Of the documents

revÍewed, none were protective
services.
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

12. ls a Reimbursable Services Agreement (RSA) log

number requested from Division for every contract? X Yes [lruo f-l tiltR Remarks:

'13. ls a CHP 465 form completed in accordance with
policv? l-l Yes X tlo |_.lvn Remarks: See action item #1

14. Are advance payments collected from the contracting
comoanv orior to the start of the service? X Yes |-.l tlo l-l vn Rernarks:

15. Is a CHP 251 prepared and mailed to the contracting
comDanv uoon receipt of advance Þavments? X ves l-l ruo |_] ruIn Remarks:

16. ls a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the
contractual service(s)?

X Yes Iruo I ¡r¡n Remarks:

17. ls a copy of the CHP 465 attached to the weekly
CHP 230, and if applicable, a CHP 169? X yes [lNo l-l vn Remarks:

18. ls a CHP 466 maintained?
X Yes l-l wo f-'l vn Remarks:

'19. Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal
year, three digit location code, and a sequential
number for each aoreement?

X Yes I ¡'lo tr ru¡n Remarks:

20. ls the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning
with the sequential number 00'l?

X Yes !ruo tr ruln Remarks:

21. Are all sequential nurnbers accounted for when
reconciling with the Billing Memorandum? X Yes l-l ruo l-l vn Remarks:

22. Are sequential numbers not matching Billing
Memorandums reconciled? X Yes l-l r'to l-l ¡r¡n Remarks:

23, ls the original RSA signed and filed at Area?
X Yes f*l ¡.lo fl n¡n Remarks:

24. Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor
has obtained the necessary right-of-way, clearances,
and permits?

X Yes ENo n nln Remarks:

25. ls the indemnification clause included in the
agreement when reouested? X Yes [l trlo T] N/A Remarks:

26, ls the inclusion of the indemnification clause
approved by the Department of General Services,
Office of Leqal Services?

X ves INo n ruln Remarks:

27. lf the service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract
Services Unit?

E Yes !No X ru¡N Remarksl None of the documents
reviewed were over $50,000.

28. ls a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when
one of the contracting parties is a county, city, district,
or other local public body?

X Yes I ¡lo T N¡N Remarks:

29. Are dlgnítary protection services referred to the Office
of Diqnitary Protection? X Yes |-.lruo I-'l nrn Remarks:

CHP 680U (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
CHAPTER B

COMMAND REIMBURSABLE SERVICES

30. Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
elfect?

tr ves I ttlo X ¡ltn Remarks: Area did not have anY

CHP 312, CHP 313, or CHP 467 to
insoect.

3'1. When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Services Division, Field Support Section?

I ves flo ! N/A Remarks:

pertain to training agreement procedures and reporting for senr¡ces provided,Questlons 32 through 38

32. ls a CHP 230 prepared by the contracting party when
fees are collected on the day of the training sesston? I Yes tr tlo X nln Remarks: No outside training has

been provided by the Area.

33. Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEP,
MMEEP, extraordinary protective services, and
special proiects) within 5 days?

tr Yes X ¡lo Ivn Remarks: See action item #2

34. Are copies of CHP 467 forms forwarded to the nexf
level of review? X Yes l-l ¡lo l-l vn Remarks:

35, ls the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control
Loq?

X Yes ENo tr ru¡n Remarks:

36. ls a copy of the command's Reimbursable Services
Control Log fonvarded or e-mailed to the Division
Coordinator at the end of each month?

X Yes fruo T ¡¡¡N Remarks:

37. ls the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for
billing purposes?

X Yes E tlo tr N/A Remarks:

38, Are outstanding items betng inspected and resolved?
X Yes |_lruo l-l vn Remarks:

euestions 3g through.S2 pertain to extraordina¡y protectlve servlces and report of overtime hours for relmbu.rsaþle

speciat proiäcts. .:

39. ls a copy of the CHP 467 and CHP 465 submitted to
FMS upon completion of extraordinary protective
services?

I Yes Iruo X ntn Remarks: Out of the documents thal
were reviewed, none were protective

services.

40. ls a reimbursable special project code obtained on

everv contractual service? X Yes l-l tlo l-l ntn Remarks:

41. ls the overtime report(s) for reimbursable special
project(s) used to reconcile CllP 415 forms for each
special proiect?

X Yes trruo ! N/A Remarks:

42. Are the special project codes on the overtime
report(s) verified to ensure the correct special project
code has been used?

X Yes E tlo fl NiA Remarks;

43, Are all correctìons noted on the overtime report(s)?
X Yes l-l No l-l ru¡n Remarks:

44. Are overtime reports approved and dated by the
commander after reconcilinq? X Yes E ¡.lo l-.] ru¡n Remarks:

45. ls the original overtime report(s)forwarded to FMS?
X Yes l-l no f-l ru¡R Remarks:

46, ls a copy of the overtime report forwarded to Division
by the 1Oth of the month (except COZEEP/MAZEEP)? X Yes !No tr ruln

Remarks: Per policy Southern
Division overtime reports are due by
the 15rh of ihe month
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STATE OF CALIFORNIA
NCPARTMENT OF CALIFORNIA HIGHWAY PATROL

. SPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

47 . Are all COZEEP IMAZEEP reports fonivarded to
Division by the 1Sth of the month? X Yes f-l wo f-l vn Remarks:

48. Are all COZEEPIMAZEEP reports approved by
Division and forwarded to FMS by the 30'n of the
month?

X Yes XNo nrun Remarks:

49. ls a copy of the CHP 7'l attached to the overtime
report(s) when there are reimbursable nonuniformed
personnel hours?

n Yes n ¡lo x N/A Remarks: None inspected. fn the rare
occasion non-uniformed time is

involved, CHP71 is attached to the
OT report.

50. ls an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is

the service d iscontinued?
I ves !No E ¡lln Remarks:

51. Are all payments made directly to FMS?
X Yes l-l ¡lo |_j ¡ln Remarks:

52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any
future services?

n Yes n ¡lo X ru¡N Remarks: Commands do not recelve
information from Headquarters
regarding delinquent accounts.
Therefore commands cannot track
the information.
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STATE OF CALIFORNIA
DEPARTI4ENT OF CALIFORNIA HIGI.IWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT

commancl:

ISU
Division:

Southern
unapter:

Eiqht (8)
lnspected by:

Officer Ana Markev
Date:

06t1712009

_:_çf:::f 4 _____-::-- -- _-_-_--_--__--
INSTRUCTIONS: Thls document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

ryPE OF INSPECTION

I Division Level n Command Level

! Executive Office Level

Total hours expended on the
inspection:

Eighteen (18) Hours

X

x

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

X Yes E tlo

Forward to:
Southern Divlsion
Due Date:
0612212009

Chapter lnspection:

lnspector's Comments Reqarding lnnovative Practices:
None.

rIìê

lnspector's Findings:

On June 17,2009,the Southern Division lnspection Team conducted an inspection of the lnvestigative Services

Unit, (LS.U.). The scope of the inspection included the Command Reimbursable Services. The inspection was

conducted in accordance with the Administrative Procedures Manual, Highway Patrol Manual 11'1 (HPM),

Chapter 6. Ten percent (15 documents) of the Area's Reimbursable Services documents for the previous 12

months were inspected. Due to discrepancies found with question #13, an additional l}Yo of documents were

inspected.

LS.U.'s reimbu¡sable services is handled by the Area Overtime Coordinator, Officer Ka¡a Ellis indicated in the

Area Standard Operating Procedures (SOP). Officer Ellis has assumed this position for approximately 2 yearc'

Offlrcer Chris St. Cyr is the back-up Overtime Coordinator for Officer Ellis. Offrcer St. Cyr has held this position

for approximately 5 months.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGIiWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT

-rge2of 4

Command:

ISU
D¡vis¡on:

Southern
Chapter:

Eiqht (8)
lnspected by:

Officer Ana Markev
Date:

0611712009

Action Item #1

Is a CIIP465 form completed in accordance with the policy? (Questions #13)

o 5 documents reviewed did not have the requesting company's signature. See attached highlighted
documents.

o Out of the second 10% reviewed, CHP 465's were within policy.

Action ltem#2

Are the original CW467 and contract agreements and contract agreement submitted to Fiscal Management

Section (FMS) upon completion of services (other than COZEEP,MAZEEP, extraordinary protective services,

and special projects) within 5 days? (Question #33)

c 14 documents reviewed did not get completed within the required timeframe. See attached documents.

o Although the five day timeframe is not in policy, it is recommended that the CHP 467's be sent to Fiscal

Management Section (FMS) as expeditiously as possible.

Notes: The following ítem was not a part of the Chapter I checklist however the discrepancies below were

identified during the inspection.

The counter receipt number (onform CHP251) and the R# assigned to the detail were not written on the checks '
collected. Per HPM I 1.1, Chapter 4, paragraph 8a. (6). the counter receipt number needs to be indicated on the

check. See attached documents.

On the CHP 465 (Reímbursable Seryices Agreement Contract) there ís a designated areafor the Commanders

signature. If the Area Commander is not available to sign the document, it is recommended the contract be

signed by a Lieutenant or Sergeant. Oficer St. Cyr inþrmed me prior to our inspectíon the Commander had

made the decision that in the event he is unable to sign the contract, the CHP 465 will signed by a Lieutenant or-
Sergeant.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
trXCEPTIONS DOCUMENT

rge 3 of4

ciommand:

ISU
Division:

Southern
chapter:

Eiqht (8)
fnspected by:

Officer Ana Markev
Date:

06t1712009

Commander's Response: X Concur or n Do Not Concur (Do Not Concur shall document basis for response) '

lnspector's Comments: Shall address non concurrence by commander (e.9., findings revised, findings unchanged,

etc.

uired Action

Action ltem 1: Special Operations Unit personnel responsible for creating and maintaining reimbursable
contracts shall immediatelv review all existing policies to ensure compliance and obtain all required
signatures, The Area/Unit Commander will enhance the reimbursable services' contracts knowledge of
all supervisory, middle management and Commander to ensure the review process is complete and

thorough.

Action ltem 2: Those employees responsible for processing and fonruarding documents relative to
reimbursable services will immediately review policies relative to forwarding all invoices to Fiscal
Management Sections and reminded that all documents should be fonruarded within the 5 business day
timeframe. The review process will include the requirement for the approver to monitor all timeframes -

and ensure that the next level of review/processing is notified of the time sensitivity.

Other:

Employees will immediately review policy contained in HPM 11.1, Chapter 4, paragraph 8(aXO)
regarding noting and cross referencing the appropríate reference numbers on checks and all receipts.

Commander will reaffirm with personnelthat the Lieutenant and/or Sergeant has signature authority for-
the commander in event he/she is not available.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
FXCEPTIONS DOCUMENT

rye4of4

Command:

ISU
D¡vis¡on:

Southern
Chapter:

Eiqht (8)
lnspected by:

Officer Ana Markey
uale:

0611712009

E Employee would like to discuss this report with
the reviewer.
lsee HPM 9,1' chapter I for appeal proceduæs')

COMMANDER'S SIGNATURE DATE

q. !_q) _ 
I

DATE

A'u' "7
E Reviewer discussed this report wÌth

employee
El-Concur fl oo not concur

RE

I

I

VIEWER'S SIGNATURE

ðrJr&*.
DATE

þ' ><t 'oç
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STATE OF CALIFORNIA
IEPARTMENT OF CALIFORNIA HIGHWAY PATROL

.ISPECTION PROGRAM
CHAPTER 8

COMMAND DUI COST RECOVERY

Command:

East LA
Division:

535
Number:

Eioht (8)

Evaluated by:

Sgt. Michael Stefanoff # 114924
Date:

0512912009
Assisied bY:

Officer Clifford Pofter # 16738
Date:

0512912009

IONS: Answer i
"No" answers, discrePancies

- ^ -^:--
iìtì'Äi"i: ;ili.#Ë 

'äii 
;iåü,ä, or derrciencies noted,in the inspecngll'f3r!?.::_?Ii"l,t^"^1 n:',"1,: "îî1""iÌ å",îlll;

X.i! i3ll3ill3iJf;i:ïffiiii3!"åì¡i.iåi;|"iJiä:;. !"';ä üå U.';ñìää ã'ä e,.ð"-nti.* ?:,1ï1iI^,'$ -1131::f i',",.'l^'1""f l""T,:Jl
årtiL"*ilt;ä',i"äïË:il'';:åï:iffi':;äi, ,n",r¿, any roltow-up 

"noøi"o*""ii-ve 
action(s) taken. lrthis form is used as a Follow-

- -- i^^^^^+^^
Jö'ì1,.ãääi'.., t'ÅIËãriãir:ñ h;ó ü'¡box shal be marréo and oniy dericient items need to be re-inspected'

TYPE OF INSPECTION

X Dívision Level flCommand Level

n otfice of lnspections flVoluntary Self'lnspection

n Foltow-Up lnsPectionFollow-up Required:
X Yes I t'lo

For applicable policies, refer to HPM 1 1.1 , Chapter 20'

shâll,be utilized for

fficificemployee(s)
assigned to process all CHP 735 forms?

t, Ooes the command have sutficient ures to

ensure that a GHP 735, lncident Response
Reimbursement Statement, is prepared for each

arrest that meets the cost criteria?

are these procedures?

This command has the Area Accident lnvestigation Offic

with an arrest for a violation of California Vehlcle Gode s

arrested party caused a response to an incident and

Test)with a result of .08% or greater, meeting the cri
conúit¡ons of the CHP 735 "8" section in the case of
BAG Test, or a chemicaltest that is for drugs only' The

ensures that a CHP 735 is attached when the crlteria is

CHP 735, a copy of the 415's (Daily Activity Reports)a
then reviews the Arrest report along with the GHP 735

the time indicated on the CHP 735 corresponds to the ti
duty then signs the CHP 735 report and forwards to
CHÞ 735 to Fiscal Management Section (FMS). The

CHP 735 prior to sending the CHP 735 to FMS'

lr tn@his checklist is Yes, is

the responsibility of processing all CHP 735 forms
listed in their iob description or any other document?

CHP 6s0U (Rev. 02-09) OPI 010
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\SPECTION PROGRAM
CHAPTER 8

COMMAND DUI COST RECOVERY

S. nre al CHP 735 forms fonryarded to Fiscal

Management Section (FMS) properly with completed
eriteriã in either Section A or Section B of the form?

X Yes n ¡lo nrun Remarks:

6-o-qs tl'e command have a suspense system in place

to facilitate notification of a conviction involving cases

meeting the requirements of the Driving Under the

lnfluenõe (DUl) Cost Recovery Program? This would
involve cases where the following criteria applies:
¡ A Blood Alcohol Content (BAC) under '08%
. A chemical test is positive for drugs only
. There is no supporting BAC test of drug test (i.e.,

a refusal)

X Yes n f,¡o D N/A Remarks:

ffiompleted based on the criteria
of Section A of the form being forwarded to FMS

within ten business days from one of the following

dates?
. The date of BAC results of =.08% were received

. The date of BAG results of :.04o/o were received

for a commercialdriver

n Yes Xruo ¡ N/A Remarks:

See Action ltem # I '

based on the criteria

of Section B of the form being forwarded to FMS

within ten business days from being notified of a

conviction of California Vehicle Sections 23152 or

23153, or greater offence as a result of one of the

following?
. The person arrested refused to provide a

chemicaltest
. The arrest was for drugs only
. A BAC of < .08% was obtained

! Yes XNo !run Remarks:

See Action ltem # 2.

@sèctionof theCHP735
completed as required in Highway Patrol Manual
1 1.1, Administrative Procedures Manual, and

includes hours for all employees assigned to the
incident?

X Yes nNo n N/A Remarks:

1õlfihe persor, arrested is transient, is the case being

entered into the CHP 7354, Case Log-DUl Cost
Recovery Program, without forwarding the CHP 735

to FMS?

X Yes XNo x N/A Remarks:

None lnsPected.

ffi in the incident recorded on

the CHP 735 to the nearest ten minutes? X Yes nNo n n¡n Remarks:

ffif staff hours charged on the

CHP 735 agree with the appropriate CHP 415, Daily

Field Record?
X Yes nNo n N/A Remarks:

CHP 680U (Rev. 02-09) OPI 010
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15. Are the staff hours rs-in-charge, sergeants,

tasks?

20 Are commands using a case monitoring system to

lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question

12 of this checklist and not exclusively supervisory

track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?
¡ Defendantlnformation
. Violationlnformation
r Court lnformation
r FMS lnformation
¡ BAC test results

Remarks:
See Action ltem # 3.

13. Does the Notes portion of the CHP 415 indicate tht

billable DUI time when the CHP 415 includes more

! ¡¡nnruoX Yes
t¿, nre tf¡e staf notlrs incurred by members of the

Department for the following activities associated with

an incident meeting the criteria for DUI cost recovery

included in the CHP 735?
r Response Time
. On-Scenelnvestigation
. Follow-uplnvestigation
r Report Writing
. Vehicle Storage
¡ Call Back
¡ Field Sobriety Testing
. Transportation
. Booking
. Chemical Testing

ffi rate for reimbursement, sentout
to all commands via Comm-Net from FMS, being

17. isãcopy ot tne C¡tp 735 being retained at

ls the comtîand utilizing the, optional, CHP 7354 to

track cases qualitying for the DUI Cost Recovery

1g.ln the absence of a CHP 7354, how is the command tfre OUt Cost Recovery Program

Although the information was entered into AlS, the AtS 7354log was not being.utllized Prior to February 2009'

Prior to this date there was no log or tacking system in place to monitor the CHP 735's'

!No

CHP 680U (Rev. 02-09) OPI 010
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Remarks:
See Action ltem # 4'

casês nõl resuniñg ill ã conviction within 12

months after submission to the District Attorney
closed out after court verification of case status?

22. Do closed out cases on the monitoring system have

a line drawn through the Conviction Date and Date to

FMS as well as the reason the case was closed and

date of last follow-uP check?

Remarks:
Processed bY F' M. S.

or overpayments, as a result of
erroneous charges, in an amount of = $5'00 being

Remarks:

See Action ltem # 5.

Fthe command reviewing the quarterly reports sent

by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the

submission and accountability of the DUI Cost

Remarks: All returned CHP 735's
for corrections are reviewed by the

25.-lsFMSreviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?
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GOMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

c;ommand:

East Los Anqeles
Division:

Southern
Chapter:

Eioht (8)
lnspected by:

Sqt. Michael Stefanoff , #14924
Date:

0512812009

. age 1 of6
:-::::::::--::::: -Æ:::::-::::-::=
INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnófection numUer. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions forstatowide

improvement, identifìed deficiencies, corrective action plans. A CHP 51 Memorandum may be used if aoditional space is required'

TYPE OF INSPECTION

X Division Level I Command Level

n Executive Office Level

Total hours expended on the
inspection:

Fourteen (14) hours

X

X

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

XYes ENo

Forward to:
Southern Division

Due Date: 06122109

lnspector's Comments Regarding lnnovative Practices:

None.

'Jommand Su s for Statewide lm ment:

The Area's CHP 735 Supervisor is the final level of review for the Area CHP 735's. The supervisor

currenfly ensures the Defendants name, Case number, and Billable hours are documented in the notes

section of the attached CHp 41S, lf the required information is míssing, the supervisor writes in the

required information (Due to circumstances where officers may have multiple CHP 4',l5's and where

court case numbers àre assignqd atalater date). Ihis second level of review ensures that required

information has been correctly documented while reducing the need to send it back for corrections.

On May 28,2OOg,the Southern Division lnspection Team conducted an inspection of_the East Los

Angeleê Area, The scope of the inspection included the Driving Underthe lnfluence Cost Recovery

RrJgram (CHP 735). The ínspection was conducted in accordance with the Command lnspections

Mañual, Hignway pãtrol Manual 22.1 (HPM), Chapter 8. Ten percent (41 documents) of the Area's CHP

73S's for thé previous twelve months were inspected. ln addition, the Case Log - DUI Cost Recovery
program (CHP 735A), generated by Area lnformation System (AlS), was utilized to verify the tracking

and processing of the CHP 735's.

The CHp 235 program is coordinated and processed by the Area Evidence Officer as designated by
-ea Standard'Opêrating procedures (S.O.P.). Officer J. Rodriguez,#12409, assumed the position in

,.ebruary 2009. ln additì-on to regularly assigned duties, the CHP 735 Officer has a good understanding

of the requirements of HpM 11.f , Cha-pter 20, and is fairly organized with papenryork files' The CHP 735
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Command:

East Los Anqeles
Division:

Southern
Chapter:

Eiqht lB)
lnspecied by:

Sgt. Michael Stefanoff , #14924
Datei

05t2812009

age2of6

Officer is still learning the capabilities of the Area lnformation System (AlS) in regards to generating a

CHP 735 A - Case Log (DUl Cost Recovery). The CHP 735 Officer does not complete an additional
review of submitted CHP 735's unless there is an obvious error and relies strictly on the review by the
on-duty sergeant prior to processing to Fiscal Management Section (FMS).

The East Los Angeles Administrative Sergeant assumed the position in October 2008. The
Administrative Sergeant supervises the CHP 735 Officer. All on duty supervisors/sergeants are
responsible for the review of CHP 735's submitted, to ensure completeness and accuracy in the
absence of the Administrative Sergeant. Currently, the on-duty sergeant will sign for the Area
Commander after review. The Administrative Sergeant also completes the review of disputed claims at
the requests of Fiscal Management Section (FMS).

The East Los Angeles Area Commander assumed the position in July 2008. lt is apparent that the Area
commander has taken an active role in the management and imporlance of the Area's DUI Cost
Recovery Program. The Area Commander currently relies upon the Area's Sergeants for submission
and review of submitted CHP 735's.

ACTION ITEMS

;tion ltem #1 - Ensure all CHP 735's are processed and fonnrarded to Fiscal Management Section
within ten (10) busíness days of the established criteria (CHP 735 - Section A), in accordance with
departmental policy, HPM 11.1, Chapter 20 (Question #7),

. The Area is currently utilizing the CHP 7354 to track and monitor all cases meeting the DUI Cost
Recovery criteria, The current CHP 735 Oflicer has been utilizing thÍs system and since February
2009 the majority of completed CHP 735's have been processed to FMS within the required ten-
day time frame. However, many are still being delayed based upon the timeliness of submission
and the review process of Al reports.

. Prior to February 2009, the AIS was not being utilized for tracking or monitoring CHP 735's that
were processed. As a result, the majority of the older cases, had no record of when it was sent to
FMS on the CHP 7354, generated by AlS, ln addition, the older CHP 735's did not have any
date indicating when the document was processed through FMS, Although eventually processed,
without an FMS date there is no verification of the documents being submitted withín the required
ten day time frarne.

Action ltem #2 - Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735 - Section B), in accordance with
departmental policy, HPM 11.1, Chapler 20 (Question #8),

. The CHP 735 Officer monitors the suspense file and criminal conviction status when not
completing other assigned duties. The CHP 735 Officer currently only has access to coud
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Command:

East Los Anqeles
Dìvlsion:

Southern
Chapter:

Eiqht (B)

lnspected by:

Sqt, Michael Stefanoff , #14924
Date:

0512812009

information through CCHRS or the TCIS, at the actual court location, in order to verify the

conviction statusãn rrrp"nded CHP 735's, Some delay is caused bythe information received

from the coud and delayed entry into the CCHRS system. This delay can be up to a couple of -

months from the actual convictión date in some cases. ln addition, with no immediate access to

the TCIS system at the Area causes additional delays in regards to the court disposition status.

Although the CHp 735's are normally processed once the conviction status is verified, no

immediate or real time access is aváilable to process the GHP 735's. Therefore, the CHP 735's

are not always completed, reviewed and processed within the required ten day time frarne.

. prior to February 2009, the AIS was not being utilízed for tracking or monitoring CHP 735's that

were processed. As a result, the majority of the older cases, had no record of when it was sent io

FMS on the CHP 7354, generated Oy nlS. ln addition, the older CHP 735's did not have any

date indicating when the-document was processed through FMS: Although eventually processed,

without an FMS date there ís no verificatìon of the documènts being submitted within the required

ten day time frame.

e the notes portion of the CHP 415 indicates billable DUI time and broken down

ty when the CHP 415 includes more than one activity. ln addition, the arrestees

énalt Oe included on the CHP 415 in accordance with departmental policy, HPM

.1, Chapter 20 (Question #13).

. lt is the responsibility of the on-duty Sergeant to ensure all time indicated on a submitted CHP

73s corresponds with an attached bHpZrS forthat incident. The CHP 415's indicate billable

activity time b rrespond with the cHP 735, however no additional

information is Although several of the billable hours are itemized on

the CHp 735, e placed under one block of time (ex: 6 hours = 5551202

DUI Tc) on the CHp 4i5 and are not easily recognizable and/or.verifiable without a defendant's

name or additional notes. As a result, this create! confusion on the arnount of time to be

processed for DUI Cost Recovery for a specific incident'
. Several of the CHp 41b's contain incident investigation time or in-custody time that js transferred

to the wrong category on the CHP 735. Although the total number of hours on the CHP 735

corresponoé to thé aitached CHp 415, placing the activity time in the incorrect category causes

additíonal confusion on the actual amount of tlme to be processed for DUI Cost Recovery for a

specific incident.

Action ltem #4 - Ensure cases not resulting in a conviction within 12 months after submission to the

District Attorney are closed out after court vérification of case status, in accordance with departmental

policy, HPM 11.1, Chapler 20 (Question #21).

o lt was determined that CHp 73S's pending convictions are placed in a suspense file. All CHP

73S's pending disposition are placed inthTsfile, including those beyond the12 month processinE

time frame, öurrently the CHP 735 Officer does not close out cases beyond the 12 month

requirement if a conviction is obtained at a later date.
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Command:

East Los Anqeles
Division:

Southern
Chapter:

Eiqht (B)

lnspected by:

Sqt. Michael Stefanoff , #14924
Date:

0512812009

_ls:I_ ::-:
o Although several CHP 735's, beyond the 12 month processing time frame were still located in the

srrp"ñr. file, those cases that were rejected by the District Attorney's office or notfiled were

properly closed out. The closed out cases were indicated by lining out the information on the

CHp 735 and not processing them through FMS. All closed out cases, including those beyond'

the 12 month time frame should be processed in the same manner.

Action ltem #5 - Ensure the command is reviewing the q FMS related to the

ffi;fCHP735formsandcasestatusiden1ifyingsubmissionand
accountability of the DUI Cost Recovery Program, in acco tal policy, HPM 1 1 ' 1 ,

Chapter 20 (Question #24).

. Although the CHP 735 Officer was aware of the quarterly report, no procedures or additional

actions are currenly being completed to identify any deficiencies with the documentation or timely

submission of the CHP 735's.

See corrective action plan/timeline.

lnspector's Comments: snail address non concurrence by commander (e.g., findings revised, findings unchanged,

None.

Action ltem #1 - Ensure att CHP 735's are processed and forwarded to Fiscal Management

Secfion (FMS) wìthin ten (lØ þusiness days of the established criteria.

Corrective Actions:

1. Alt CHP 735's are logged into the CHP 7354 and AIS system Logs. (ON-GOING)

2. All CHP 735's are sent to the CHP 735 Supervisor for final review. (ON-GOING)
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Command:

East Los Anqeles
Division:

Southern
Chapter:

Eiqht (8)
lnspected by:

Sqt. Michael Stefanoff , #14924
Date:

0512812009

ageSof6
: :::: 

--:::-::3. The CHp 735 Supervisor has ouflined the CHP 7351415 requirements (instructions/timelines) in a

briefing item that is currently being briefed to all officers. (IMMEDIATE)

4. The CHP 735 Supervisor has instituted time tracking of CHP 735's between Officer, A,/1,

and final review. (IMMEDIATE)

Action ttem #2 - Ensure all CHP 735's are processed and forwarded to Físcal Management
Section (FMS) within ten (10) business days of the established criteria-

Corrective Actions:

1. The CHP 735 Coordinator runs the current and suspensed CHP 735's through the TCIS and

CCHRS on a weekly basis to meet the (10) business day requirement. (ON-GOING)

2. "Refusal" CHP 735's are checked on the TCIS weekly. "Blood" CHP 735's are checked bi-weekly

upon delívery of BAC results. (ON-GOING)

Action ttem #3 - 
'r:ìi;;2"r::i;:;i,f:'r?:::;X?,,fü.','f^::{;F'äu!::iJå:"1'#",;:: 

broken

ä!"#; 
tn a.ddition, the aresfees name and case number shall be included on

Corrective Actions:

1. All supervisors have been instructed to ensure the CHP 735 and CHP 415 contain the required

informatíon as it relates to CHP 735 billing. (IMMEDIATE)

2. The CHp 735 Superuisor is the final level of review for the Area CHP 735's. This supervisor is a

second level of review to ensure the Defendants name, Case number, and Billable hours are

documented as required on the CHP 735 and in the notes section of the CHP 415' (ON-GOING)

Action ttem M - Ensure cases not resulting in a conviction within 12 months after submission to
the District Attorney are closed out after verification of case sfafus'

Corrective Actions:

1. The CHP 735 Coordinator maintains a suspense file for open cases which are checked on the

TCIS on a weekly basis. The coordinator will ensure CHP 735's twelve months or older are

closed out promptly, (IMMEDIATE)

2. The CHP 735 Supervisor will now include a review of suspensed CHP 735's to identify cases

twelve months oi older as part of a quañerly aud it. The supervisor will alert the CHP 735

Coordinator to any 12 month or older cases for case closure. (IMMEDIATE)
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uomman0:

East Los Anqeles
D¡V¡s¡on:

Southern
cnapter:

Eiqht (8)
lnspected by:

Sqt. Michael Stefanoff , #14924
Date:

0512812009

Action ltem #5 - Ensure the command is reviewing the quarterly reports sent by FMS related to-
the submission of CHP 735 forms and case sfaúus identifying any deficiencies in
the submission and accountability of the DUI Cost Recovery Program.

Correctíve Actions:

1. Quarterly FMS CHP 735 reports are reviewed by the Area Commander, Administrative
Lieutenant, CHP 735 Supervisor, and the CHP 735 Coordinator (Respectively). This allows for
multi-level review of compliance with the ten day time frame. (ON-GOING)

2. The CHP 735 Supervisor has instituted time tracking of CHP 735's between Officer, A/1,

and final review. (IMMEDIATE)

/)

ll Employee would like to discuss this report with
the reviewer.
(See HPM 9,1, Chaoter 8 for aooeal orocedures.) ir,(

DATE

rY( n/cq
rrtìE

ß'^ ll '¿r l
E Reviewer discussed this report with

employee
if Concur n oo not concur

'IGNåTUR,lt DA-TE

t/zYl,t
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STATE OF CALIFORNIA
îEPARTMENT OF CALIFORNIA HIGHWAY PATROL

. ,ISPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Command:

535 East LA
Division:

Southern
Number:

Chapter B
Evaluated by:

Justine Lam
Date:

5128l09
Assisted by:

Ana Markey
Date:

5l28l09

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies-

with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Rernarks'' section.

n¿d¡iionaily, such discre[ancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of

command. Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up

lnspection, the "Follow-up lnspection" box shall be marked and only deficíent items need to be re-inspected.

TYPE OF INSPECTION

X Division Level J Command Level

n Of¡ce of lnspections n Voluntary Self-lnspection

Follow-up Required:
Yes I f,¡o

D follow-Up lnspection

BY:

Date:

t'/ir/7
For applicable policies, refer to HPM 1 1 .1 , Chapter 6,

1. Prior to the performance of services, is the
contracting party informed of the rates charged for
services, departmental equipment usage, and
cancellation oolicv?

X Yes n rlo ! N/A Remarks:

2. Does the billing rate include mileage and other
exÞenses such as uniform or equiprnent damage? R Yes f-l ttto l-l ¡uR

3. When a safety service is provided to another state
agency, is the agency's five-digit billing code
obtained?

XlYes n ¡lo n ru¡n Remarks:

4. ls the billing code documented on the Reimbursable
Services Billing Memorandum? Xl Yes ll ruo f--l N/A Remarks:

5. ls $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is

less than 24 hours orior to the scheduled service?
E Yes ! tlo nvn Renarks:

6. ls a minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the
cancellation of their service(s)?

E Yes nruo E N/A Remarks:

7. ls information regarding the procedures to obtain
necessary right-of-way clearances or permits, local

requirements, and other perlinent information made
available to inquirinq parties?

E Yes Eruo n ¡un Remarks:

8. Are written requests for specific services directed to
the appropriate command? Xl Yes ñruo t-l tllR Renlarks:

9. Are traffic controf services less than $50,000
aooroved bv Division? Xl Yes f-l tto l-l N/A Remarks:

10. Are traffic control services estimated to be $50,000 or
more approved by the Office of the Commissioner? ! Yes ! tto X ¡¡¡¡ Remarks: Of the documents

reviewed. none were over $50,000

11. Are extraordinary protective services approved by the
Assistant Commissioner, Field? I ves ! tto ENn Remarks: Of the documents

reviewed, none were proteclive
servlces.
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COMMAND REIMBURSABLE SERVI CES

'19 Do RSA numbers begin with the letter "R" to denote
reimbursable services, followed by two digit fiscal
year, three digit location code, and a sequential
number for each aqreement?

28, ls a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when
one of the contracting parties is a county, city, district,
or other local public body?

12. ls a Reimbursable Services Agreement (RSA) log

number requested from Division for every contract?

Remarks: Action ltem #1
'13. ls a CHP 465 form completed in accordance with

14. Are advance payments collected from the contracting
to the start of the service?

Remarks: Aciion ltem #215. ls a CHP 251 prepared and mailed to the contracting
comoanv uoon receipt of advance pavments?

16. ls a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the

17. ls a copy of the CHP 465 attached to the weekly
CHP 230, and if le. a CHP 169?

Remarks: Actíon ltem #318. ls a CHP 466 maintain

Remarks: Action ltem #320. ls the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 1 beginning
with the sequential number 001?

21. Are all sequential numbers accounted for when
reconcilinq with the Billinq Memorandum?

Remarks: Action ìtem #322. Are sequential numbers not matching Billing
Memorandums reconciled?

23. ls the original RSA signed and filed at Area?

24. Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor
has obtained the necessary right-of-way, clearances,

Remarks: None of the documents
reviewed required the inclusion of the
indemnification clause,

25. ls the indemnification clause included in the
agreement when requested?

Remarks: None of the documents
reviewed required the inclusion of the
indemnifìcation clause.

26. ls the inclusion of the indemnification clause
approved by the Department of General Services,
Office of Legal Services?

Remarks: None of the documents
reviewed were over S50,000.

27 , lf the service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract
Services Unit?

Remarks: There are several existing
contracts ìn place with some
governmental agencies. lf no
contract has been entered, then an
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34.

35.

â2 Are the original CHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon
completion of services (other than COZEEF ,

M ÞZEEP, extraordinary protective services, and
ects) within 5 davs?

Are copies of CHP 467 forms forwa
level of revíew?
ls the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control

Are the special project codes on the overtíme
report(s)verified to ensure the correct special project
code has been used?

43. Are all corrections noted on the overtime report(s)?

to the next

42.

29. Are dignitary protection services referred to the Office
of Dionitarv Protection?

30. Are CHP 312 forms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
effect?

31, When state agencies are requesting a statewide
agreemeni, are they referred to Enforcement
Services Division, Field Support Section?

Remarks: No outside training has32. ls a CHP 230 prepared by the contracting paÉy when
fees are collected on the day of the training session?

Remarks: Action ltem fl4

Remarks:

Remarks: Action ltem #336. ls a copy of the command's Reimbursable Services
Control Log forwarded or e-mailed to the Division
Coordinator at the end of each month?

37. ls the Reimbursable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for

38. Are outstanding items being inspected and resolved?

Remarks: No extraordinary
protective services agreements were
reviewed.

39. ls a copy of the CHP 467 and CHP 465 subrnitted
FMS upon completion of extraordinary protective
services?

ls a reimbursable special project code obtained on
every contractual service?

41, ls the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each

CHP 680U (Rev. 02-09) OPI 0J0
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44. Are oveftime reports approved and dated by the
commander after reconcil in-q ? X Yes l-l ruo l ru¡n Remarks:

45. ls the original overtime report(s)fonvarded to FMS?
X Yes [-l ¡to TI N/A

46. ls a copy of the overlime report forwarded to Division
by the 10'n of the month (except COZEEP/M MEEP)? X Yes trNo [] n¡n Remarks: A copy is due to the

Division by the 15rh of each month.
The due date is delayed because the
overtime repol does not get printed
bv Headouarters until the 9rh.

47. Are all COZEEPIMAZEEP reports forwarded to
Divísion bv the 1Sth of the month? X Yes l-l tlo l-l ru¡n Remarks:

48. Are all COZEEPIMAZEEP reports approved by
Division and forwarded to FMS by the 30th of the
month?

I ves ENo E ruln Remarks:

49. ls a copy of the CHP 71 attached to the ovedime
report(s) when there are reimbursable nonuniformed
personnel hours?

! Yes ! l.lo Xrun Remarks: None inspected. ln the
rare occasion non-uniformed time is
involved, CHP71 is attached to the
OT report.

50. ls an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is

the service d iscontinued?
X Yes nNo n ru¡n Remarks;

51. Are all payments made directly to
X Yes lNo |_lvn Remarks: All checks made to CHP

52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any
future services?

n ves nruo x NiA Remarks: Conrmands do not receive
information from Headquarters
regardin g delinquent accoun ts.

Therefore commands cannot track
this information.

CHP 680U (Rev. 02-09) OPI 010
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COMMAND ¡NSPECTION PROGRAM
EXCEPTIONS DOCUMENT
'age 1 of 4

uommano:

535 East LA
Drvrsi0n:

Southern
Chapter:

I
lnspected by:

Ana Markey & Justine Lam
uale:

5128109

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter lnspection number. Under "Fonruard to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans. A CHP

TYPE OF INSPECTION

[l Division Level n command Level

n Executive Office Level

Total hours expended on the
inspection: 5

X

X

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

X Yes ll t'¡o

Forward to:
Southern Division
Due Date: 6122109

lnsoector's Comments Reoarding lnnovative Practices:
None.

)ommand Suggestions for Statewide lmp
None.

lns s Find

On May 28,2009, Southern Division conducted an inspection on the East Los Angeles Area's

reimbursable services. The review was done by ínspecting ten percent or a minimum of ten documents

of the Area's reimbursable services for the period of May 1 , 2008 to April 30, 2009 and assessing them

for compliance to Highway Patrol Manual (HPM) 11,1, Chapter 6 and Highway Patrol Manual (HPM)

22.1, Chapter 8. Due to discrepancies found in the first ten documents reviewed, an additional ten

documents were reviewed per policy.

East Los Angeles Area's reimbursable services is handled by the Area Overtime Coordinator, Officer '
Scott Riley designated by the Area Standard Operating Procedures (SOP). Officer Riley has assumed
this position for approximately two years, lt was apparent during this inspection that Officer Riley had
good knowledge of the policies and procedures relatíng to reimbursable serv¡ces.

\fter completion of the CHP 465 and CHP 467, Officer Riley fonvards the documents to the Commander
r review and signature.

CHP 680A (Rev,02-09) OPI 010
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ACTION ITEMS

Action ltem #l
Question 13: ls a CHP 465 form completed in accordance with policy?

. One out of the first ten documents reviewed did not have the production company's signature
(see attachment 3).

o The second batch of ten documents also resulted in one document with no production company's
signature on the CHP 465 (see highlighted field in attachment 7).

Action ltem #2
Question 15: ls a CHP 251 prepared and mailed to the contracting company upon receipt of advance
payments?

Five out of the first ten documents reviewed did not have the counter receipt form (CHP 251)
completed (see highlighted fields in attachments 1 ,2,3, 4, and 5) and the other five documents
did not require a cHP 251 because the Area did not receive the checks.
Out of the second batch of ten documents reviewed, one had a collected check and was
processed by the Area without the counter receipt. The other nine documents reviewed did not
require the CHP251 as there were no payments received and processed by the Area.
Per Officer Riley, he was not trained to complete the CHP 251 and therefore, all checks received
by the Area have been processed without the CHP 251. According to HPM11.1, Chapter 6,
paragraph 5.b.(3), a CHP 251 is required when a check is received.

Action ltem #3
Question 1B: ls a CHP466 maintained?

Question 20: ls the CHP466 closed out at the end of each fiscal year with a new log implemented on
July 1 beginning with the sequential number 001?

QuestÍon 21: Are all sequential numbers accounted forwhen reconciling with the Billing Memorandum?

Question 22: Are sequential numbers not matching Billing Memorandums reconciled?

Question 36: ls a copy of the command's Reimbursable Servíces Control Log forwarded or emailed to
the Division Coordinator at the end of each month?

. The log was neither reconciled nor fon¡rarded to Southern Division as there was no CHP 466 (R#
Log) maintained by the Area.

CHP 6B0A (Rev. 02-09) OPI 010
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. One out of the first ten documents reviewed had an error on the R# (numbers were transposed).
The maintenance of the R# Log would have eliminated such error (see highlighted field in .

attachment 1).
. There was no transposing error found in the second batch of the documents.

Action ltem #4
Question 33: Are the original CHP 467 and contract agreement submitted to Fiscal Management
Section (FMS) upon completion of services (other than COZEEP, I\AAZEE?, extraordinary protective
services, and special projects)within 5 days?

. One out of the fírst ten documents reviewed did not get completed within the required timeframe
(see highlighted field in attachment 6).

. All of the second set of documents was found to be in compliance on the timeframe,
r Although the five day timeframe is not a policy, it is recommended that the CHP 467 and CHP

465 be sent to Fiscal Management Section as expeditiously as possible.

Note: The following item was not paft of the Chapter I checklist however the discrepancy below was
''lentified 

d u ring the ínspection :

. One out of the first ten documents reviewed had the wrong mileage amount entered on the CHP
467 (see highlighted field in attachment 2).

. All of the second sef of documents was found to have no error in the mileage amount.

Commander's Response: X Concur or n Do Not Concur (Do Not Concur shall document basis for

See corrective action plan/timeline

lnspector's Comments: Shall address non concurrence by commander (e.g., findìngs revised, findings unchanged,
etc.

None.
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Action ltem #1- /s a cHP 465 form completed in accordance with policy.

1, The Overtime Coordinator provides verbal instructions to each officer receiving a CHP 465.
These instructions include the requirement to obtain a signature, The Overtime Coordinator will
now review each CHP 465 for signature compliance. (IMMEDIATE)

Action ltem #2 - /s a CHP 251 prepared and mailed to the contracting company upon receipt of
advance payments?

1. The Overtime Coordinator has instituted completing a CHP 251with every advance
payment received with a copy mailed to the contracting company. (IMMEDIATE)

Action ltem #3 - /s a CHP 466 maintained?

1. The Ovedime Coordinator has established a CHP 466 (Reimbursable Services Control Log) for
Area CHP 465 entries. The CHP 466 log will be kept on a fiscal year cycle and the CHP 465's
will be numbered sequentially (001). This will allow for the accounting and reconciling of
sequential numbers to Billing Memorandums. The Overtime Coordinator will now fonrvard a
copy of the command's CHP 466 log to the Division Coordinator at the end of each month,
(tMMEDIATE)

Action ltem tM - Are the original CHP 467 and contract agreement submitted to Fiscal
Management Section (FMS) upon completion of services within 5 days?

1. The Overtime Coordinator currently submits the CHP 465 and CHP 467 expeditiously and will
be cognizant of the 5 day requirement. With the establishment of a CHP 466 (Reimbursable
SeruÍces Control Log), the Overlime Coordínator will be able to monitor the dates of
CHP 465/467's ensuring they are fon¡rarded to FMS within 5 days. (IMMEDIATE)

[l Employee would like to discuss this report with
the reviewer.
(See HPM g.1, Chauter I for aooeal brocerjùres.l

'"*TJå,":/W, DATE

alttlq
DATS

ê-r(-u?
l_J Reviewer d¡scussed this report with

employee
J Concur tr oo not concur ru

DATE

/' lzy/ ol
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STA]'E OF CALIFORNIA
F':PARTMENT OF CALIFORNIA HIGI-I\A/AY PATROL

_.SPECTION PROGRAM
CHAPTER 8

COMMAND DUI COST RECOVERY

Page

Commånd:

Central L.A.
Division:

Southern
Numbor:

Eioht (B)

Evaluated by:

SsL Michael Stefanoff # 14924
Date:

06t1212009
Assisted by:

Officer Clifford Pofter # 16738
Dale:

06t1212009

1of4

INSTRUCTIONS: Answer individuat items with "yes" or'No',' answers, or fill in the blanks as indicated "No" answers, discrepancies

*if n pol'"V æplicable legal stalues, or deficiencies noted in the inspeclio.ns shall be commenled on via the 'Remarks" section

Additionally, such díscrepancies and/or deficiencies shall be documenled on an Exceplions Document and addressed to the next level ol

comrnand. Furthermore, lhe memorandum shall include any follow-up and/or corrective action(s) laken. lf this form is used as a Follow-

up lnspoction, lhe "Follow.up lnspection" box shall be marked and only deficient items need to be re'inspected.

CHP 6B0U (Rev. 02-09) OPI 010

TYPI OF INSPI:CIION

X Division Level I Command Level

fJ oti¡ce of lnspections D Voluntary Self-lnspection

Lead lnspeclor's Signalure:

k
Follow-up Required;
X ves I t'¡o

tr
BY

Follow-Up lnspection
Date:

6 -tq-Ò1
For applicable policies, refer to HPM 1 1,1 , Chapter 20'

trtn{o, lf o "hln" ôr "N/A" hnv is eh¡¡eked the "Remarks" section hall be ut ilized for e¡ planation

1. Does the command have sufficienl procedures to
: ensure that a CHP 735, lncident Response

Reimbursement Statement, ¡s prepared for each
arracl lhql moalc the nnqt ronovorv criferia?

X Yes INo D N/A Remarks:

This command has the Area Accident lnvestÍgation Officer verify that the Cost Recovery Criteria has been met

with an arrest for a violation of California Vehicle Code sectio n 23152 or 23153' He/she also determines if the

arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC

Test) with a result of .08% or greater, meeting tho crfteria for tlre CHP 735 "4" section. The officer may utilize the

conditions of the cHp 7gS ,,8" section in thJcase of a BAC Test that returns underthe .08%, a refusal to take the

BAC Test, or a chemical test that is for drugs only, The Accident lnvestigation Officer reviews the report and

ensures that a CHp 735 is attached when tñe criteria is met. The Accident f nvestigation officer then forwards the

CHp 73S to the CHp 735 Clerk (Office Asslstant). The CHP 735 Clerk separates the CHP 735 from the report and

forwardsittotheCourtOfficerwhoreviewstheCHPT3Sforaccuracy. TheCourtOfficerforwardstheCHPT3S
to the Lieutenant for approval. The Licutenant reviews the CHP 735 and signs the CHP 735 for the Area

Commander, Onceapþroved,theCHPT35isreturnedtotheCouÉOfficerwhoinreturnforwardsitbacktothe
CHp Z3S Cterk. The CHP 735 Clerk then forwards the CHP 735 to Fiscal Management Se ction (FMS)' ]f the CHP

735 is pending for a Blood result or a Conviction Date, the CHP 735 Clerk puts the CHP 735 in a soparate file until

the results como in, The CHP 735 Clerk checks the file and updates the flle on a weekly basis'

J.
INo D NiA Rematks:

4. lf the answer lo question 3 of this
the responsibility of processing all CHP 735 forms
listed in their iob description or any other document?

rs yes, rs

XlYes INo ! N/A Rematks: Off¡ce Ass¡stanl 2, area

S,O.P, job descriPtion.
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5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

X Yes !ruo ! N/A Remarks:

6, Does the command have a suspense system in place

to facilitate notífication of a conviction involving cases
meeting the requírements of the Driving Under the

lnfluence (DUl) Cost Recovery Program? This would
involve cases where the following criteria applies:
o A Blood Alcohol Content (BAC) under.08%
¡ A chemical test is positive for drugs only
. There is no supporting BAC test of drug test (i.e.,

a refusal)

X Yes I t'lo fl N/A Remarks:

7, Are CHP 735 forms completed based on the criteria
of Section A of the form being forwarded to FMS
within ten business days from one of the following
dates?
. The date of BAC results of =,08% were received

¡ The date of BAC results of =,04o/o were received
for a commercial driver

ü ves K t'lo ! N/A Remarks:

Seo Action ltem # 1.

8. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?
r The person arrested refused to provide a

chemicaltest
. The arrest was for drugs only
. A BAC of < ,08% was oblained

[] Yes XNo n N/A Remarks:

See Action ltem # 2.

9. ls the ltemized Staff Hours section of the CHP 735
completed as reguired in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

X Yes üNo flnn Remârks:

10 lf the person arrested is transient, is the case being
entered into the CHP 7354, Case Log-DUl Cost
Recovery Program, without forwarding the CHP 735

to FMS?

! Yes DNo xl N/A Rernarks:
None lnspoctod.

11. Are staff hours involved in the incident recorded on
the CllP 735 to the nearest ten minutes? X Yes ENo n N/A Remarks;

12. Do the total number of staff hours charged on the
CHP 735 agree with the appropriate CHP 415, Daily
Field Record?

X Yes D t'lo ! N/A Remarkg:
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CHAPTER B

COMMAND DUI COST RECOVERY

monitoring sYstem?
¡ Defendantlnformation
r Violationlnformation
. Court lnformation
. FMS lnformation
. BAC test results

15 Are the staff hours for -in-charge, sergeants,

tasks?

20 Á-commãños using a case monitoring system to

lieutenants, or captains listed on the CHP 735 Íor

time spent performing the activities listed in question

12 of this checklist and not exclusively supervisory

track cases qualifying for the DUI Cost Recovery
Program including the following information in the

iñãfo'tes portion ót tne cup 415 indicate the

billable DUI time when the CHP 415 includes more

n ¡unDNo
memþers of the

Department for the follo tivities associated with

an incident meet¡ng the criteria for DUI cost recovery

included in the CHP 735?
. Response Time
r On-scenelnvestigation
. Follow'uplnvestigation
. Report Writing
. Vehicle Storage
r CallBack
r Fieìd SoÞrietY Testing
. Transportation
r Booking
¡ Chernical Testing

X Yes

bursement, sent oul

to all cornmands via Comm-Net from FMS, being

17. ls a coPY of the 735 being retained at lhe

command and filed?

ß'ls the command utitizing the, optional, CHP 735A to

track cases qualifying for the DUI Cost Recovery

19 covery Program?

The CHP 735 Glerk utilizes the CHP 7354 in the Adoþe Format. They are un!919d-119y arrest date and printed out

on a weekty basis for the cHp 735 Binder. Thc cHp 735 Cterk updaies the GHP 735A and checl<s on the pending

cases on a weeklY basis'
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Ël*¡
It,¡

n within l2
months after suþmission to the District Attorney

a line drawn through the Conviction Date and Date to

FMS ;; welt as thð reason the case was closed and

erroneous charges, in

2
bv FMS related to the t

ãitO ð"t. status ident¡fying any deficiencies in the

Junmission and accountability of the DUI Cost

comPleteness of infor
ioîri to the issuing cornmand fqr correclÐ

XlYes

X Yes

! tlo ! ruln
Remarks:

!No ¡ N/A
Remarks:

! Yes nNo EIN/A Remarks:
Procsssed bY F.M,S.

ffi Yes nruo ¡ N/A Remarks:

Xves I !tto
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';Fage 1 of 4

Command:

Central Los Anqeles
Division:

Southern
ChaPter:

Eiqht (8)
lnspected by:

Sqt. Michael Stefanoff , #1494
Date;

06/10/2009

:=:==-:::=-æ=-::-=
:::-:-==E---::::--

INSTRUCTIONS: Thisdocumenlshall betyped, Checkappropriateboxesasnecessary,orfill intheblanksasindicated'Enterthe

chapter number of the ¡nspeci¡on in t'e cná¡ite¡ lnspãctìon nrr.tiber under 1g*3d t9i-îî!t_t lf.¡:t]::ffj 1î:Yill^y$j:"tilÎ
;älffiLiliffi ui iärtäiiiJää'¡ii'àr.îäií'ïrlis ãocument snal be utilized to document innovatlve practices, sugsestions for statewide

TYPE OF INSPECTION

X Division Level ! Command Level

n Executive Office Levei

Total hours exPended on the

inspection:

Twelve (12) hours

X

X

Corrective Action Plan lncluded

Attachm€nts lncluded

Follow-up Required:

X ves lNo

Forward to:
Southern Division

Due Date: 06122109

lnsÞector's Comments Regarding lnnqvative PJactices:

None.

on June 10,20Og,the Southern Division lnspection Team conducted an inspection of the Central Los

Ãngeles Area. The scope of the inspection included the Driving Underthe lnfluence, Cost Recovery

Þrjgr"r (cHp 735). The inspection was conducted in accordance with the Command lnspections

Mañual, Èign*uy pãtrol Manùal 22.1 (HPM), chapte r B. Ten percent (27 documents) of the Area's cHP

735's for the previous twelve months were inspected'

The CHp 735 program is currently being processed and monitored by the Area Arrest Reports Clerk

the CHP 735's and associated CHP 415's that are

in October 2007. Currenfly, the Area Lieutenant is the final level of review for the CHP 735's. After

CrlP 60oA (R€v. 02^09) OPI 010
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Commând:
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Southern
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Eiqht (8)
lnspecled by:

Sqt, Michael Stefanoff , #1-194-
Date:

06t1012009-'3-,':y:=-::::-=:--=:::-:::=--=:Ë:-:-:-Æ:==-
review by the cHp 735 clerk, the cHp 735 is forwarded to Lieutenant for review and signature. The

cHp 73b is then fonvarded to the c¡p zes clerk for processing to Fiscal Management Section (FMS)'

ïhe Central Los Angeles Area commander assumed the position in May,2002. lt is apparent that the

Area commander has taken an active role in the management and i rportance of the Area's DUI cost

Recovery program. The Area has different levels of review for the criteria, billable time and overall

accuracy of all CHP 735's submitted.

ACTION ]TEMS

Action ltem #1 - Ensure all cHp 735',s are processed and fonvarded to Fiscal Management section

within ten (10) business days of the established criteria (CHP 795 - Section A), in accordance with

departmenìal policy, HPM 11.1, Chapter 20 (Question #7)'

. lt was d ssing of several CHP 735's imes

associa n' sripervisory/A'l' review a of

repoñs es a delaY in'some rePorts

, day req ys met on B'A'C' results received

Action ltem #2 - Ensure all cHp 735's are processed and forwarded to Fiscal Management section

within ten (10) business days of the establisired criteria (cHP 735 - Section B), in'accordance with

departmenìal policy, HPM 11.1, Chapter 20 (Question #8)'

r The cHp 735,Clerk monitors the suspense file and criminal conviction status when not

cornpleting other assigned duties. The CHP 735 Clerk currently does not have access to any

court information throúgh ccHRS or the Tcls. The source for verifying the c-ourt disposition

status is tnrãutn the in-dividual court or court officer. The cHP 735 clerk will periodically call the

appropriatò .o"r,t to obtain the disposjtion of a case or rely on the information received from the

Area court officer. Although ttre cHp 735's are normallyprocessed once the conviction status is

verified, no immediate or real time access ìs available to-piocess the CHP 735's' Therefore, the

CHp 73s's are not always completed, reviewed and processed within the required ten daytirne

frame,

e the notes portion of the CHP 415 indicates billable DUI time and broken down

ty when the CHP 415 includes more than one activity. ,ln 
addition, the arrestees

éfrult bu included on the CHP 415 in accordance with departmental policy, HPM

'1 1.1, Chapter 20 (Question #13)'

., , The Area CHp 235 Clerk ensures all time indicated on a submitted cHP 735 corresponds with

,) inr "tir.¡rd 
CHP 41S for that incident, However, many of the CHP 415's attached do not

indicate what billable activity is recorded on the cHP 7à5 as required' Some of the CHP 415's

CHP680A(Rev 02'09) OPI010
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Division:
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Chapter:

Eiqht (8)

lnspected þyi

Sqt, Michael Stefanoff , #,14924
Date:

06/10/2009

-=-=::==:-:=====::--
indicated billable activity time by highlighting
Although the billable hours are itemized on th

under one btock of time (ex: 5 hours = 20215

verifiable. No additional information, regardi

required.

ing incidents requiring a CHP 735 correctly
and CHP 735' ln addition, several of the officers

on the CHP 415 as required. Most of the CHP

onaf officers on scene, do not contain the

defendant,s name and have activity time documented as "other Assists," Although the total

numbor of hours on the CHp 735 corresponds to the attached CHP 415, the billable activity time

meeting the DUI Cost Recovery criteria is not itemized on the CHP 415- As a result, this creates

sorne confusion on the arnouniof time documented for DUI Cost Recovery for a specific incident

for the additional officers.

. The Area Field Training Officers (FTO's) attach their CHP 415's with the Trainee's for submission -

with the CHp 735 and ihe time is not itemized on the cHP 415. lnstead, alltime on the cHP 415

indicates FTo under the activity time, with no corresponding time to verify with the cHP 735.

See Corrective Action Plan/Timeline comments befow.

=:=:===:-:==::

lnspector's Commentsi shall address non concurrence by commander (e.g., findings revised, findings unchanged,

None.

CtlP 6804 (Rev. 02'09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IryAY PATROT

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Contmand:

Central Los Anqeles
Divis¡on:

Southern
Çhapter:

Eioht (8)
lnspected by:

Sqt, Michael Stefanoff, #14924
Oate:

0611012009

The Area will take immediate steps to improve upon its percentage of cHP 735's reaching Fiscal

Mun"grrrnt Section in the 10 businesr'duyr reguired by policy. Additionally, briefing items will be

immediately prepared addressing proper prócedures for making 415 notations related to CHP 735's'

E frnploye" would like to discuss this report with
the reviewer,
/ô^^ uDÀ, ô 4 ñhanaar Q {n¡ ¡nnoal rrrn¡arlt t¡êq ì

DATE

L-le-ó1
DATE

(s ^rf -ctS

-RËVmEmTiCññÜRE DATE
! Reviewer discussed this report with

employee
l-l concrrr l-l Do not concur

CHP 6804 (Rev.02'09) OPI 010



STATE OF CALIFORNIA
.IEPAfITMENT OF CALIFORNIA HIGFWAY PATROL

.NSPEGTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVI CES

Page 1of4

Comrnandl

590 Central LA
Divlsion:

Southern Chapter B

Evaluated bY;

Justine Lam
DâtE:

6/10 /09
Asslsted byi

Ana Markey
Oate:

6/10 /09

answers, dlscrePancies

with polícy, applicable legal statues, ordeficiencies noted in the ins 
^- E..^^¡+r¡na rìa¡,rmant, 

ttnt'section'

Addnionaly, such discrepancies and/or deticiencies åîãilöå Jo**.ntgq gll-'l-E:.^îPt"::,,?:::Tlt^"f f,11l:Ìf¡-t:Jloelfätliìffi
ffi,li?fült¡ä"'i":,ï:i::iffi:åoï:ii,ï"J;ií'i''""riå:';""yiqií*;p¡;õl;;il;à;ìri;'óilon(s) taken, rr thrs rorm is used as a Forrow-up '

tnspection, the,,Foftow-up r'irp.9úr; tä-rtràlt ¡" mãix"ã áno only cieficient items need to be re-inspected'

TYPE OF INSPÉCTION

X Division Level flCommand Level

I ofice of lnspections E Voluntary Self-lnspection
Date:

u-11-ô1Follow-up Required:
X Yes I ttlo

E follow-Up lnsPection

BY:

For applicabte policies, refer to HPM 1 1.1 , Chapter 6'

, is the
es charged for
sage, and

¡an¡ollalinn nnlinrt?

X Yes E't¡o [ ru¡n Remarks:

Z. ils the t¡lling raie ¡nctude mileage and other

exÞenses such as uniform or,equipment damage?- XJ Yes l-l tto N N/A

@ié provided to anotherstate
agency, is the agency's five-digit billing code
obtained?

X Yes I tt¡o I N/A RemaÍks:

on the Reimbursable
a¡arí¡a¡ Þillinn Àr'lamnrçn¡ll vn2 lX Yes ll l,to l-l N/A Remarks:

E Yes nuo n N/A Remarks:5, ls $50 charged for each ÇHP unitormeo emproyee

assigned to ltre deta¡l if the cancellation notification is

^-i^- l^ lh¡ o¡har{r rlarl conrina?

X Yes nNo n N/A Remãfl(sì6, ls a minimum payment of 4 hours overtlme cnargeo

when employee(s) could not be notified of the
-^naallolian nf fhoír eorr¡ínelcl?

X Yes nNo X Nte Remarks:7. ls information regarding the proceoures to oolarn

necessary right-óf-way clearances or permits, local

requireméntõ, and other pertinent information made
o'¡ailalrla ln innr ririna narfiac?

XJYes F t¡o

[-l l.to

N N/A Remarks:L Are written requests for speclflc sêrvlces olreÇIeq to

the aoorooriate command?

TI N/A Remarks:than $50,000
approved by Division? X Yes

ü Yes lNo x N/A Remarks: Of the documents
rcvlcwed- none were over $50,000

0. Are traffic control services est¡matoo [o Þe Þcu'uuu
more aDoroved bv the Office of the Commissioner?

I t. Rre erxtraordinarY Protecti
Assistant Commissioner,

e services aPProved bY the
rield? ü Yes ENo Ive Remarks: Of the documents

reviewed, none were Pfotectlve
cpruines.

cHP 68ou (Rev.02-09) OPI 010
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STATE OF CALIFORNIA
IEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

,NSPECTION PROGRAM
CHAPTER B

COMMAND REIMBURSABLE SERVICËS

number for each

õõFs-Ãñum¡ers-bãgin with the letter "R" to dènote

reimbursable serviceõ, followed by two disit fiôial
year, three dlgit location code, and a sequential

19.

ZSI ls a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when
one of the contracting parties ís a county, cíty, district'
or other local public bodY?

îtls a RetrnbLtrsabile Services Agreement (RSA) log

number requested from Division fol every contract?

465 fo-im completed in accordance with

@ñts collected from lhe contracting
íor to the start of the service?

àiled to the contracting
uoon receipt of advance PaYmen!g?

ts a CHp 4OZ prepared and submitted to the

Management Section upon completion of the

1ZT a copy-of the CHP 465 attached to the weekly

CHP 230, and if applicable, a CHP-j!p?-

ß. ls a CHP 466 maintained?

æl lsi¡re CFF ¿æ Closed out at the end of each fisci
year with a new log implemented on July 1 beginníng

with the sequential number 001? --
1l7re all sequential numbers accounted for when

reconcilino with the Bílling Memorandum?
nre sequential numbers not matchíng Bllllng

RSR signeO and filed at Area?

the command Proceed with alt RSA

arrangernents, and if needed, ensure the requestor

has obtained the necessary right-of'way, clearances'

R€marks: None of the documents
reviewed required the inclusion of fho

25. ls thã indemñ¡Í¡cation clause included in the

agreement when requested?

Remarks: Ñone ofthe documents
reviewed required lhe inclusion of the

26r ls thô inclusion of the indemnlfication clause

approved by the Department of Generaf Services,

Office of Legal Services?

Remarl(s: None of the documents
reviowed were over $50'000'

ffi $5o,ooo per occasion, is a

CHP 78R prepared and submitted to Contract

Remarks: There are several ex¡sting
with some
ncies. lf no
entered, then an

CHP 680U (Rev.02-09) OPI 010
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STATE OF CALIFORNIA
ärpÀ-nive- òp cRl-tponrun HIGHwAY PATRoL

.NSPECTION PROGRAM
CHAPTER B

COr,¡¡¡nN n REI MBURSABLE SERVICES

33.
nt
upon

completion of services (other than COZ.EEP' 
.

M-AZ EEP, extraordi nary protective services' and

within 5 daYs?

34, Are copre-f cHP 467 forms
lavel of review?

code has been q-sed?

Ãrelhe special project codes on the overtrme

r"p"rtttiV.ririeå to ensure the correct special project

to the next

42.

313 forms, and cHP 4nl3õlre CHP 312 forms, CHP 313lorms' ano'- få-. ptepared when a statewide agreement ¡s in

a statewide
rcement

Services Division, Field SupP.o{ Yectioß

Remarks: No oulside tralning hastracting PartY when

fees are collected on th e training session?

Remarks: Action ltem #2

35 was sent to
Control

sable Services
the Division

Coordinator at the end of each montn?

trol Log verified-' 
*¡tn the copies of the Billing Memorandumt-P:l:yt"
äli'r"ìmouiò"ble time has bËen reported to FMS for

5ã.Ã dandresolved?

Remarks: Noextraordinary
protecllve sefvlces agreements were -

ÈP ¿0s submitted to

FMS upon completion of extraordinary protective

ct code obtained on

re põGlfoi reim bursable sPecial
41 , ls the overtime report(s, Tor lerr rruur Ðq-erv ¡

pio¡"c(t) used to'recò icile cHP 4'15 forms for each

a¡. rtime rePort(s)

CHP 680U (Rev. 02-09) OPI 010
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Yes No N/A

@áþproved and dated bYthe
^^mm an¡{ar af}ar rannnnil inc? lXlYes l-l ¡lo f-l nlR Remarks;

XlYes f-l tlo II N/A
45. ls the original overtime report(s) loruaroeo to Frvrù I

ffireport forwarded to Division

by the'1'Oth of the month (except COZÉEPIMÁZEEP)? X ves nno E u¡n

ffiEP reports forwarded to
r'ìir¡i¡ínn hrr lha 'f Ãth nf fhe mnnfh? X Yes [lNo N N/A Remarltsl

X Yes fl No Éun Remarks:48. Are all cozEEPIMAZtEP ropons appÍoveo oy

Division and forwarded to FMS by the 30"'of the

il ves nNo X ru¡a Remarks: None ¡nspected' ln the

rare occasion non-unlformed time is

involved, CHP7l is allached to the

OT report,

49, ls a copy of the cHP 71 attached to Ine ovenlme
report(;i when there are reimbursable nonuniformed
personnel hours?

ffi ves n ¡¡o Xvn Remarks

X Yes l-l ¡¡o |_I N/A Remarks: All checks made to CHP

52. Does the command require delinquent companies to

pay outstanding invoices in full prior to providing any

future services?
I ves üNo X ¡¡n Remarks: Commands do not receive

lnformation from Headquarters
regarding delinquent accounts,
Thèrefore commands cannot lrack
this information.



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 1 of 4
=--.::=:::===-=:=-Æ==:======:-::=-::==::-æ:==-==:--===-::=====
INSTRUCï|oNs: ïhis document shall be typed, check appropriate boxes as necessary, or fifl in the blanks as indlcated' Enter the chapter

number of the inspect¡on in-tnã Chapter lnspection nrr¡"r, Uncler "Foruard to:" enter the neK level of command where the document

i;ä,',"ri;åJäi r;äi.il il ä¿:ffi äffi;;iir.'"1 u" utitized ro document innovative practices,.sussestions ror statewide

t, identified deficiencies, .oo".[iu" action pluns. A CHP 51 M"morgl.d*ummql99jg|-if3!E|jjj9rla]

TYPE OF INSPECTION

E Division Level fl Command Level

! Executive Office Level

00mmand:
590 Centrat LA

Divlsion;

Southern
Chapter

I
lnspectBd by:

Ana Markev & Justine Lam
Date:

6/1 0 /09

X

a

Corrective Action Plan lncluded

Attachments lncluded

Total hours exPended on the
inspection: 3

Forward to:
Southern Division
Due Date: 6122109

Follow-up Required:

ardinq lnnovative Practices:

None,

\one.

On June 10, 2009, Southern Division conducted an

reimbursable services, The review was done by ins

Area's reimbursable services for the period of May 1

compliance to Highway Patrol Manual (HPM) 11'1, (

ten documents reviewãd, an additionalten documents were reviewed'

Central Los Angefes Area's reimbursable services is

log, and acts as the back-up to the Overtime Coordi

reimbursable seryices duties for ten years, lt was a

and Charleen Legohn had good knowledge of the p

ìeryices.

CllP C'804 (Rov. 02'0S) OPI 0.l0



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command;

590 Central LA
Divislon:

Southern
Chapter:

I
lnspected by:

Ana Markev & Justine Lam
Date:

6/10 i09

f :Y::!=--=:==-::-:=:æ==:=--:=::::-==:-Æ-=-==--:-=:=-ê-<=
After completion of the cHp 46s and 467 , Charleen Legohn fonruards the documents to the commander

for review and signature.

ACTION ITEMS

Action ltem #1

Oueffi; 13. b a CHP 465 forrn completed in accordance with policy?

o The first ten documents reviewed were found to be in compliance with policy.

o One out of the second batch of ten documents reviewed did not have the production company's

signature on the CHP 465 (see highlighted field in attachment 15).

Action ltem #2
ouesilo-re the original cïp 467 and contract agreement submitted to Fiscal Management

Sãction (FMS) upon .or-pletion of seryices (other tl.ran coz¡EP, MAZEEP, extraordinary protective

services, and special projects)within 5 days?

o Four out of the first ten documents reviewed did not get completed within the recommended five

, day timeframe (see highlighted field in attachments 1,2, 3, and 4).

. Two out of the second .ui of documents reviewed did not get completed within the recommended

five day timeframe (see highlighted field in attachrnents 10 and 14),

o Although the five day timeirarie is not a policy, it is recommended that the CHP 467 and CHP

465 be sent to Fiscaj Management Section as expeditiously as possible.

Note: The fo¡owing items were not parf of the Chapter I checktíst however the discrepancies below

were ídentified during the Ìnspection:

o lt was identified that there were no billing do

and sent to Fínancial Management Section
of Automotive Repaír (BAR). Per Officer La

were needed for this type of seruice and tha

documents attached (see attachments 16 and 17),

o on the cozEEp/MAZEEp reimbursable contracts, the mileage amount on the Daily Reports and -
the 415s díd not match. Both documents need to be reviewed for consistency when reconciling in

order for FMS to bitt correctly to CalTrans (see highlighted fietd in attachments 18, 1 9, and 20)'

o one out of the first ten documents reviewed was found to not have the counter receipt ( CHP251)

number wrítten on the checks collected (see hightighted field in attachment 5)' Four out of the

second þatch of documents reviewed did not havãthe counter receipt number written on the

. checks collected (see highlighted field in attachments 11,12, 13 and 15). Per HPM11'1, Chapter
- 4, paragraph ea.(A¡, the-counter receipt number needs to be indicated on the check.

CHP 000 (Rev. 02'O9lOPIOl0
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DEPARTMENT OF CALIFORNIA. HIGHWAY PATROL

COMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

590 CentralLA
Division:

Southern
Chapter:

I
lnspected by:

Ana Markev & Justine Lam
Date:

6/'10 /09

3g:=13l1:-===:==::-=__===-=-===:::-==:=:=-:--===-=:==:=:=-=
o On the CHP465 form (#9 line item), the deposit collected should be indicated when a check was

collected by the Area, lt was identified thaìt four documents in the second batch of documents

reviewed had errors in this section of the CHP 465's (see highlighted field in attachmenfs I 9, 11 ,

and 13).

, On the CHP467, the check amount should onty be entered in the "Deposit Collected" field when a

check is receive,d by the Aroa. Two out of the first set of documents reviewed were found to have

indicated that a payment was collected when no check was receÌved (see highlighted field in

attachments O ànci z¡. The second batch of documents reviewed also had two documents with

the same enor (see highlighted field in attachments B and 9),

o One out of the first ten documents reviewed did not have a CHP representatÌve signature on the

CHP 31z-Safety Services Program Task Order (see highlighted field in attachment 4). The

second batch of documents reviewed did not have this error,

t Two out of the first ten documents rev¡ewed showed an error with the mileage figure on the CHP

467 (see híghlighted fietd in attachments 1 and 4). One out of the second set of documents

reviewed atso itad a mileage error entered on the CHP 467 (see highlighted field in attachment

12).

The Area will address the items identified as Action ltems and make every effort to improve upon all

discrepancies noted.

lnspector's Commentst shalt address non concurrence by commander (e.g., findings revised, findings unchanged,

None.

CfìP 68{tA {RBv.0240) OPI 0ro
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Commandt

590 CentralLA
Div¡sion:

Southern
Chapter:

I
lnspected by:

Ana Markey & Justine Lam
Date:

6/10 /09

-.,:-,:===::: 
:==-- =:: =--: :::=

lncreased focus and attention to detaif will be stressed to the employees responsible for the

documentation, completion, and submission of all CHP forms associated with reímbursable services,

Additionally, each diåcrepancy noted in this inspection will be individually addressed to ensure clear

understanding and future compliance is achieved,

fl fmployee would like to discuss this report wíth

the reviewer'
rsaa l-lP[/ Q 1 Ch¡nter I for aooeal orocedures.)

NATURE
(

DATE

("-l\-a1
)ATE

K' -/.o, - 02
Reviewer discussed this report with

employee
Concur LJ Do not concur

REVIEWCN'S SIGNATURE DATE

CHP 6804 tRev.02'09) OPI 0f0
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STATE OF CALIFORNIA
DtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

Command:

Baldwin Park
D¡VISIon:

Southern
Number:

Eioht (8)
Evaluated by:

Sqt, Michael Stefanoff # 14924
Date:

06t0212009
Ass¡sted by: Date:

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section.

Additionally, such discrepancies and/or deflciencies shall be documented on an Exceptions Document and addressed to the next level of
command. Furthermore,thememorandumshall includeanyfollow-upand/orcorrectiveaction(s) taken, lfthisformisusedasaFollow-
up lnspection, the "Follow-up lnspecìion" box shall be marked and only deficient items need to be re-inspected.

I Division Level n Command Level

I Office of lnspections n Voluntary Self-lnspection

Lead lnspector's S¡gnature:

Follow-up Required:
Yes No

n Follow-Up lnspection

BY:

¡.2:.) L_

For applicable policies, refer to HPM '1 1 .1 , Chapter 20.

Note: lf a uNo'" or "N/A" box is checked, the "Rémarks" section shall be utilized for explanation.
1. Does the command have sufficient procedures to

ensure that a CHP 735, lncident Response
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

X Yes fl No I nln Remarks:

2. What are these procedures?

This command has the Area Accident lnvestigation Officer verify that the Cost Recovery Criteria has been met

with an arrest for a violation of California Vehicle Code section23152 or 23153. He/she also determines if the
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC

Test) with a result oÍ .08% or greater, meeting the criteria for the CHP 735 "A" section. The officer may utilize the
conditions of the CHP 735 "8" section in the case of a BAC Test that returns under the ,08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident lnvestigation Officer reviews the report and

ensures that a CHP 735 is attached when the criteria is met. The Accident lnvestigatíon Officer then forwards the
CHP 735 and the Accident Report to the Accident Report Review Officers for review. Once the Accident Report
has been reviewed, the report and the CHP 735 is forwarded to the Sergeant on duty for review of the Arrest
Report. The Arrest Report along with the GHP 735 is then forwarded to the Court Officer who files the case'
After complete review of the report, the Court Officer will separate the CHP 735 and forward the CHP 735 to the -
CHP 735 Officer. The GHP 735 Officer reviews the CHP 735 for its accuracy. The CHP 735 Officer utilizes the AIS

system to its full potential to track lncidents that require a CHP 735. lf the CHP 735 is accurate, the CHP 735 is

forwarded to the Area Lieutenant for a signature. Once the GHP 735 is signed, the GHP 735 Officer forwards the
CHP 735 to Fiscal Management Section (FMS).

3. Does the command have a specific employee(s)
assigned to process allCHP 735 forms? X Yes I Irlo ! ru¡n Remarks:

4. lf the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms
listed in their iob description or anv other document?

X Yes [ ¡lo fl N/A Remarks: Baldwin Park Area S.O.P,
Training Officer Section 2 (oXp), '

CHP 680U (Rev. 02-09) OPI 0'10



Page 2 of 4

STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

ffi Yes nNo ! N/A Remarks:

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the
lnfluence (DUl) Cost Recovery Program? This would
involve cases where the following criteria applies:
. A Blood Alcohol Content (BAC) under .08%
. A chemical test is positive for drugs only
. There is no supporting BAC test of drug test (i.e,,

a refusal)

X Yes INo n ruln Remarks:

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being fonruarded to FMS
within ten business days from one of the following
dates?
. The date of BAC results of :.08o/o were received
¡ The date of BAC results of =.04o/o were received

for a commercial driver

n Yes XNo fl N/A Remarks:

See Action ltem # 1

8. Are CHP 735 forms completed based on the criteria
of Section B of the form being forwarded to FMS
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?
. The person arrested refused to provide a

chemicaltest
. The arrest was for drugs only
. A BAC of < ,08% was obtained

I Yes X t'to n ¡¡¡n Remarks:

See Action ltem # 2,

9. ls the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

X Yes DNo n ru¡n Remarks:

10. lf the person arrested is transient, is the case being
entered into the CHP 7354, Case Log-DUl Cost
Recovery Program, without fonivarding the CHP 735
to FMS?

E Yes n t'¡o X ru¡n Remarks:

None lnspected.

11. Are staff hours inv<

the CHP 735 to the
Ived in the íncident recorded on
nearest ten minutes? X Yes trNo n ru¡n Remarks:

12. Do the total number of staff hours charged on the
CHP 735 agree with the appropriate GHP 415, Daily
Field Record?

fi ves nNo ! ¡vn Remarks:

CHP 680U (Rev. 02-09) OPI 010



Page 3 of 4

STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

iPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

13. Does the Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 415 includes more
than one activity?

! Yes XNo ! nln Remarksl
See Action ltem # 3,

14. Are the staff hours incurred by members of the
Department for the following activities associated with
an incident meeting the criteria for DUI cost recovery
included in the CHP 735?
¡ Response Time
. On-Scenelnvestigation
. Follow-uplnvestigation
, Report Writing
. Vehicle Storage
. Call Back
o Field Sobriety Testing
. Transportation
. Booking
. ChemicalTesting
. Traffic Controf

I Yes nNo E N/A Remarks:

15. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?

X ves INo n N/A Remarks:

16. ls the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

I Yes nno n N/A Remarks:

17. ls a copy of the CHP 735 being retained at the
command and filed? X ves nNo X ru¡n Remarks:

18. ls the command utilizing the, optional, CHP 7354 to
track cases qualifying for the DUI Cost Recovery
Prooram?

X Yes nNo nvn Remarks:

19. ln the absence of a CHP 7354, how is the command tracking the DUI Cost Recovery Program?

The CHP 735 Officer utilizes the CHP 7354 log to track the CHP 735's.

20. Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monltoring system?

' Defendantlnformation
. Violationlnformation
. Court lnformation
. FMS lnformation
. BAC test results

X Yes fj tlo I N/A Remarks:

CHP 680U (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

îPECTION PROGRAM
u¡APTER 8
COMMAND DUI COST RECOVERY

21. Are cases not resulting in a conviction wíthin 12
months after submission to the District Attorney
closed out after court verification of case status?

n Yes XNo nvn Remarks:
See Action ltem # 4.

22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and
date of last followup check?

X Yes nNo I ruln Remarks:

23. Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being
processed bv the Deoartment?

! Yes fl No X NIN Remarks:
Processed by FMS,

24. ls the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any deficiencies in the
submission and accountability of thè DUI Cost
Recoverv Prooram?

X Yes nruo ! N/A Remarks:

Questlon 25 peÉalns.to Fiscal Management Sectlon.

25. ls FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?

X Yes !No nrun Remarks: All returned CHP 735's
for corrections are reviewed by the
CHP 735 Officer.

CHP 680U (Rev. 02-09) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

agelofS
INSTRUCTIONS:Thisdocumentshall betyped. Checkappropriateboxesasneoessary,orfill intheblanksasindícated.Enterthechapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

nt, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additionai space is required'

Command:

Baldwin Park
Div¡sion:

Southern
Chapter:

Eiqht lB)
lnspected by:

Sqt, Michael Stefanoff , #14924
Dale:

061112009

Corrective Action Plan lncluded

Attachments lncluded

X

X

Total hours expended on the
inspection;

Ten (10) hours

TYPE OF INSPECTION

I Division Level n Command Level

n Executive Office Level

Forward to:
Southern Division

Due Date: 06122109

Follow-up Required:

X Yes I l.¡o

lns r's Comments rdinq lnnovative Practices:

TheArea CHp 735 Officer has an exceptional understanding of theAlS regarding,its,functions and

capabilities, The Area utilizes the AIS system to log in Traffic Collisions, Arrests, BIA.C, information as

well as information regarding CHP 735 (Fiscal Management dates), By adequately'utilizing'this system

enter and store valùable iñformation regarding these incidents, there is no duplication of information,

rnus eliminating the potential for errors. ln addition, by utilizing the AIS system, the CHP 7354 Case Log

is automatically generated by the arrest date, which creates an accurate, up to date,;suspense and

tracking system. Although some fields are not automatically generated on the CHP 7354, The CHP 735

Officer-prints out an updãted log monthly, which allows the Area to track, monitor and accurately

account for all CHP 735's completed for the Area.

The Area recomrnends that the Misdemeanor or Felony number generated from AIS be included in the

notes section of the CHP 415 instead of the case number as indicated in HPM 11.1 Chapter 20. The

case number is not generally known to officers prior to submitting the completed CHP 735 package.
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COMMAN D INSPECTION PROGRI\M
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age2ofS

Command:

Baldwin Park
Uiv¡sron:

Southern
Chapter:

Eiqht (8)
lnspected by:

Sqt. Michael Stefanof'f , #14924
uaÌe:

06t11200s

lnsoector's Findi

On June 1,2009, the Southern Division lnspection Team conducted an inspection of the Baldwin Park
Area. The scope of the inspection included the Driving Underthe lnfluence Cost Recovery Program
(CHP 735). The inspection was conducted in accordance with the Command lnspections Manual,
Highway Patrol Manual 22.1 (HPM), Chapter 8. Ten percent (32 documents) of the Area's CHP 735's
for the previous twelve months were inspected. ln addition, the Case Log - DUI Cost Recovery
Program (CHP 7354), generated by Area lnformation System (AlS), was utilized to'verify the tracking
and processing of the CHP 735's

The CHP 735 program is coordinated and processed by the Area Evidence/Training Officer as

designated byArea Standard Operating Procedures (S.O.P,). Officer M. Vice, #12134, assumed the
position in July 2003. ln addition to regularly assigned duties, the CHP 735 Officer has a solid
u nderstanding of the requirements of H PM 1 1 .1 , Chapter 20, and is extremely organized with papenruork

files. The CHP 735 Officer is well informed of the Area lnformation System (AlS) and all of its
capabilities, including the ability to generate a CHP 735 A - Case Log (DUl Cost Recovery), The on-
.duty sergeant will complete the initial review of the submitted CHP 735 and attached CHP 415's. The
.jocuments aÉe fonruarded to the CHP 735,Officer, who completes an additional review, before sending-it

the Admínistrative Lieutenant, Currentlyi, the Administrative Lieutenant is the final level of review for
submitted CFIP 735's and signs for the Area commander, before fonruarding to Fiscal'Management
Sectíon (FMS),

The Baldwin Park Administrative Sergeant assumed the position in April 2006. The Administrative
Sergeant supervises the CHP 735 Officer. All on-duty supervisors/sergeants are responsible for the
review of CHP 735's submitted, to ensure completeness and accwacy. The Administrative Sergeant
also processes, through the CHP 735 Officer, the CHP 735 quarterly repoús and disputed claims at thei

requests of Fiscal Management Section (FMS).

The Baldwin Park Area Commander assumed the position in Augusl2007 . lt is apparent that the Area
commander has taken an active role in the management and importance of the Area's DUI Cost
Recovery Program based upon the levels of review and accuracy of the CHP 735 documents submitted.

AGTION ITEMS

Action ltem #1 - Ensure all CHP 735's are processed and foruyarded to Fiscal Management Section
within ten (10) business days of the established criteria (CHP 735- Section A), in accordance with
departmental policy, HPM 11.1, Chapler 20 (Question #7),

. lt was determined that the processing of several CHP 735's are beîng delayed based upon times
associated with report completion, supervisory and accident investigation review. As a result the
ten day requirement is not always met on B,A.C, results received the day of arrest (Breath).
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

'age 3 of 5

L:ommand:

Baldwin Park
Division:

Southern
Chapter:

Eiqht (8)
lnspected by:

Sqt. Michael Stefanofn, #14924
Date:

061112009

Açtion ltem #2 - Ensure all CHP 735's are processed and fonvarded to Fiscal Management Section

witn¡n tén (10) business days of the established criteria (CHP 735- Section B), in accordance with

departmental policy, HPM 1 I .1 , Chapter 20 (Question #B),

. The CHP 735 Officer monitors the suspense file and criminal conviction status when not
completing other assigned duties. The CHP 735 Officer currently only has access to coutl
information through CCHRS or the TCIS, at the actual court location, in order to verify the

conviction status on suspended CHP 735's. Some delay is caused by the information received

from the couft and delayed entry into the CCHRS system. This delay can be up to a couple of

months from the actual conviction date in some cases. ln addition, with no immediate access to

the TCIS system at the Area, this causes additional delays in regards to obtaining the court

disposition status. Although the CHP 735's are normally processed once the conviction status is
verif¡ed, no immediate or real time access is available to process the CHP 735's, Therefore, the

CHP 735's are not always completed, reviewed and processed within the required ten day time
frame.

Action ltem #3 - Ensure the notes porlion of the CHP 415 indicates billable:DUl time and broken down

Oy specrfic Ut'ttaUle activity when the CHP 415 includes more than one activity, l.n addition, the arrestees

nâme and case numbershall be included on thé CHP 415 in accordance with depafimental policy, HPM

1.'1, Chapter 20 (Question #13).

. lt is the resionsibility of the reviewing Lieutenant, on-duty Sergeant and CHP 735 Officerto
ensure all time indicated on a submitted CHP 735 corresponds with an attached CHP 415 for that
incident. The majority of the CHP 415's indicate billable activity time by highlighting the time to

correspond with the CHP 735, however no additional information is placed in the notes portion as

required.

' The majority of the officers handling incidents requiring a CHP 735 correctly categorize their
activity between the CHP 415 and CHP 735. ln addition, the majority of the officer's also place,

the defendants name on the CHP 415 as required. However, several of the CHP 415's submitted

with the CHP 735's, for additional officers on scene, do not contain the defendant's name and

have their activity time documented as "Other Assists." Although the total number of hours on the

CHP 735 corresponds to the attached CHP 415, the billable activity time meeting the DUI Cost

Recovery criteria, is not itemized on the CHP 415, As a result, this creates some confusion on

the amount of time documented for DUI Cost Recovery for a specific incident for the additional

officers.

Action ltem #4 - Ensure cases not resulting in a conviction within 12 months after submission to the

Distrbt Attorney are closed out after coud verification of case status, in accordance with departmental

oolicy, HPM 1 1 ,1 , Chapter 20 (Question #21).
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uornman0:

Baldwin Park
D¡vis¡on:

Southern
chaptef

Eioht 18)
lnspected by:

Sqt. Michael Stefanoff , #14924
Date

061112009

It was determined that CHP 735's pending convictions are placed in a suspense file. All CHP
735's pending disposition are placed in this file, including those beyond the 12 month processing
time frame, Currently the CHP 735 OfÍicer does not close out cases beyond the 12 month
requirement if a warrant is issued and a conviction is obtained at a later date,

Although some CHP 735's, beyond The 12 month processing time frame, were still located in the
suspense file, those cases that were rejected by the District Attorney's office or not filed were
properly closed out. The closed out cases were indicated by stamping REJECT or writing "plea
to a lesser charge" on both the CHP 735 and CHP 7354 and not processing them through FMS",

All closed out cases, including those beyond the 12 month time frarne should be processed in a
similar manner to avoid inadvertent processing through FMS.

Commander's Response: X Concur or f] Do Not Concur (Do Not Concur shall document basis for

The action items above have been immediately addressed
briefing iterns and training to officers and sergeants. More
listed in "Corrective Action Plan/Timeline" section,

by the command by providing updated
specifíc information on each action item is -

lnspector's Comments: shatl address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

None.
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Gommand;

Baldwin Park
Division:

Southern
Chapter:

Eioht (8)
lnspectect by:

Sqt, Michael Stefanoff, #14924
Llate:

061112009

Corrective Action Plan/Tímeline

Action ltem #1:
Sergeants will be immediately bríefed to have officers complete DUI collision/735's pr¡or to leaving their

shift-when going on vacation or extended days off. The importance of completing DUI collisions and

CHp 735's in a timely manner will be briefed to the officers and sergeants. The A.l, review officer and

Court Officer will be briefed that review of 735's will take precedence over items that are non-time

sensitive,

Action ltem#2:
The Area is currently working with the Courts to obtain TCIS information here at the Area. By having

access to this prográm will give our CHP 735 oÍficer direct access to conviction status which will

enhance our turn-äround time on CHP 735's pertaining to the "8" section. Until such time the CHP 735

offìcer will regularly check suspended CHP 735's in the AIS system.

Action ltem #3:
The Area will address this issue by completing a briefing item addressing this'rçsue. Offiær MattVice
fCHp 735 Officer) will provide training to the officers at the next Area tralning day. TFte review process

¡ CHP 735's will be tightened up to watch for these issues.

Action ltem #4:
Since the inspection Officer Vice is closely monitoring the CHP 735 suspense file. He is also closing oú
cases that are beyond tlrc 12 month suspense reguirement-

fl Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter I for appeal procedures.)

",/
DATE./
/t'/t /¿
DATE

(-ts--02
I Reviewer discussed this report with

-employee
ffConcur n Do not concur

DATE

þ''r-ø
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

}JSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

command:

Baldwin Park
Division:

Southern
Numbêr:

Eiqht (B)
Lvaluated by;

Officer Ana Markev #17290
Date:

06/01 12009
Assisted by:

Justine Lam
Date:

06/0112009

INSTRUCTIONS:Answerindividuai itemswith"Yes"or"No"answers,orfill intheblanksasindicated. Any"No"answers,discrepancies
with policy, applicable legal statues, ordeficiencies noted inthe Inspections shall be comrnented on via the "Remarks'' section.
Additionally, such discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of
command, Futhermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-up
Inspection, the "Follow-up lnspection" box shall be marked and only deflcient Ítems need to be re-inspected,

TYPE OF INSPECTION

[JDivision Level ! Command Levef ,

I Orfice of lnspections ! Voluntary Self-lnspection

/<
Follow-up Required:
X Yes ! Irlo

For applicable policies, refer to HPM 11,1, Chapter 6.

2. Does the billing rate include mileage and other
expenses such as uniform or equipment

3. When a safety service is provided to another
state agency, is the agency's five-digit billing
code obtained?

4. ls the billing code documented on
Reimbursable Services Billino Memorandum?

5, ls $50 charged for each CHP uniformed
employee assigned to the detail if the
cancellation notification is less than 24 hours

to the scheduled service?
6. ls a minirnum payment of 4 hours overtime

charged when employee(s)could nol be notified
of the cancellatìon of their service(s

7. ls information regarding the procedures to obtain
necessary right-of-way clearances or permits,
local requirements, and other pertinent
information made available to inoui

8. Are written requests for specific services directed
to the approoriate command?

Remarks: Of the docunrents reviewed
none were over $50,000

Remarks: Of the docunrents reviewed
none were over $50,000,

1. Prior to the performance of services, is the
contracting party informed of the rates charged
for services, departmental equipment usage, and
cancellation

Are traffic control services less than $50,000
approved by Division?

10, Are control services est io be
$50,000 or more approved by the Office of the
Commissioner?

I
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

NSPECTION PROGRAM
CHAPTER 8
COMMAND REJMBURSABLE SERVICES

11. Are extraordinary protective services approved
by the Assistant Commissioner, Field? E Yes trruo X ruln Remarks: Of the documents

reviewed, none were protective
servlces,

12. ls a Reimbursable Services Agreement (RSA)
log number requested from Division for every
contract?

13. ls a CHP 465 form completed in accordance with

14. Are advance payments collected from the
contracting company prlor to the start of the
service?

15, ls a CHP 2Sl prepared and mailed to the
contracting company upon receipt of advance

16. ls a CHP 467 prepared and submitted to the
Fiscal Management Seciion upon completion of
the contractual servícels )?

18. ls a CHP 466 maintained?
Remarks: See action item #1

19. Do RSA numbers begin wíth the letter "R" to
denote reimbursable services, followed by two
digit fiscal year, three digit location code, and a

uential number for each aqreement?

Remarks: See aclìon item #1
20, ls the CHP 466 closed out at the end of each

fiscal year with a new log implemented on July '1

lnnlnq with the seouential number 001?
21. Are all sequential numbers accounted for when

reconcilinq with the Billinq Memorandum? Remarks: See action itcm #1

Remarks: See action #1
22. Are sequential numbers not matching Billing

Memorandums reconciled?
23. ls the original RSA signed and filed at Area?

24. Does the command proceed with all RSA
arrangements, and if needed, ensure the
requestor has obtained the necessary right-of-

25. ls the indemnification clause included in the

Remarks: None of the documents -
reviewed were over $50,000,

17. ls a copy of the CHP 465 attached to the weekly
'169?CHP 230, and if aoplicable, a CHP

26

27

ls the inclusion of the indemnification clause
approved by the Department of General
Services, Office of Lesal Services?
lf the service is over $50,000 per occasion, is a
CHP 7BR prepared and submitted to Contracl
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA H¡GHWAY PATROL

NSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

33. Are the original CHP 467 and contract
agreement submitted to Fiscal Management
Section (FMS) upon completion of services
(other than COZEEP, MAZEEP,.extraordinary
protective services, and special projects) within 5

?

40.

41.

ls a reim special project code obtained
on contractual service?
ls the overtime repori(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for

I oroiect?

28. ls a copy of the resolution, order, motion, or
ordinance of the local governing body obtained
when one of the contracting parties is a county,
city, district, or other local public

29. Are dignitary protection services referred to the
Office of Diqnitarv Protection?

30. Are CHP 312 forms, CHP 313 forms, and CHP
467 forms prepared when a statewlde agreement

31. When state agencies are requesting a statewide
agreement, are they referred to Enforcement
Services Division, Field Support Section?

Remarks: No outside training has
been provided by the Area,

32. ls a CHP 230 prepared by the contracting party
when fees are collected on the day of the training
session?

34. Are copies of CHP 467 forms forwarded to the
next level of review?

35. ls the date when the Billing Memorandum was
sent to FMS noted on the Reimbursable Services

Remarks: See action item #1
36. ls a copy of the command's Reimbursable

Services Control Log fonvarded or e-mailed to
the Division Coordinator at the end of each
month?

37, ls the Reimbursable Services Control Log
verified with the copies of the Billing
Memorandums to ensure all reimbursable time
has been reoorted to FMS for b

38. Are outstanding items being inspected and
resolved?

Remarks: Out of the documents that
were reviewed, none were protective
seryices,

39. ls a copy of the CHP 467 and CHP 465
submitted to FMS upon completion of
extraordinary protective services?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

NSPEGTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

42. Are the special project codes on the overtime
report(s) verified to ensure the correct special
proiect code has been used?

I ves !ruo ! Nln Remarks:

43. Are all corrections noted on the overtirne
reportfs)? X Yes l-l I'lo E Nln Remarks:

44. Are overtime reports approved and dated by the
commander after reconcilin g? X Yes !No ! ¡un Remarks: These reports are signed

by the Commander's designee,
Officer Carmodv

45. ls the original overtime report(s) forwarded to
FMS? R-Yes l-l trto |_l rurn Remarks:

46. is a copy of the overtime report forwarded to
Division by the 10'n of the month (except
cozEEP|Mp¿EEP)?

X Yes n ¡lo n ru¡e Remarks: Per policy Southern
Divisíon overtíme reports are due by
the 1Srh of the month.

47. Are all COZEEPIMAZEEP reports fonryarded to
Division bv the 1Sth of the month? X Yes l,-l ruo l-l run Remarks:

48. Are all COZEEPIMAZEEP reporis approved by
Division and forwarded to FMS by the 30'n of the
month?

X Yes ! tlo I uln Remarks:

49. ls a copy of the CHP 7'l attached to the overtime
report(s) when there are reimbursable
nonunifo¡med personnel hours?

X Yes !No r N/A Remarks: None ¡nspected. ln the rare
occasion non-uinformed time is

involved the CHP 71 is attached to
the OÆ report.

50. ls an amendment of service agreement
requested prior to the fund being depleted, and if
necessarv, is the service discontinued?

X Yes nNo E x¡¡n Remarks:

51. Are all payments made directly to FMS?
X Yes |-l t¡o l--l N¡n Remarks:

52. Does the cornmand require delinquent
companies to pay outstanding invoices in full
prior to providing any future services?

tr Yes fl tto X N/A Remarks: Commands do not receive
information from Headquarters
regarding delinquent accounts.
Therefore commands cannot track
this information
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

'age 1 of 3
=:::::-:::

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated, Enter fhe chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date, This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defìciencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

uomman0:

Baldwin Park
u¡vfsron:

Southern
Chapter:

Eiqht (8)
lnspected by:

Officer Ana Markev
Date:

0610112009

TYPE OF INSPECTION

X Division Level n Command Level

tr Executive Office Level

Tolal hours expended on the
inspection:

Eighteen (18) Hours

X

X

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

I Yes ! t¡o

Fonrvard to:
Southern Division
Due Date:
0612212009

lnspector's Comments Regarding lnnovative Practices:
None.

Command Suqqestions for Statewide lmprovement:

,,iOne.

lnspector's Findings:

On June 07,2009, the Southem Division Inspection Team conducted an inspection of the Baldwin Park Area.
The scope of the inspection included the Command Reimbulsable Services, The inspection was conducted in
accordance r¡,ith the Administrative Procedures Manual, Highway Patrol Manual 1 1.1 (IIPM), Chapter 6. Ten
percent (13 documents) of the Area's Reimbursable Services documents for the previous 12 months wele
ìnspected.

Baldwin Park's reimbursable services is handled by the Area Overtime Coordinator, Officer A,J. Carmod.y as

indicated in the Area Standard Operating Procedures (SOP). Officer Carmody has assumed this posítion for
approximate.ly 7 years.It was apparent during this inspection that Officer Carmody had good lorowledge of the
policies and procedures relating to reimbursable services.

After completion of the CI{P 465 and 467, Officer Canlody forwards the documents to the Commander for
review and signature.
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COMMAND INSPECTION PROGR,AM
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uomman0:

Baldwin Park
utvtston:

Southern
Unapterì

Eiqht (B)
lnspêcted by:

Officer Ana Markev
lJate:

06i01 t2009

ACTION ITEMS

Actio¡ ltem#7

Question 1B: ls a CHP4O6 maintained?

Question 20; ls the CHP466 closed out at the end of each fiscal year with a new
July 1 beginning with the sequential number 001?

Question 21: Are all sequential numbers accounted for when reconciling with the
Memorandum?

Question 22: Are sequential numbers not matching Billing Memorandums reconciled?

Questíon 36: ls a copy of the command's Reimbursable Services Control Log foru,rarded or emailed
the Division Coordinator at the end of each month?

o Ïjte log was neither reconciled nor forwarded to Southern Division as there was no CHp 466
(R# Log) maintained by the Area,

Notes" Thefollowing item was not a part of the Chapter I checklist however the discrepancies below were
identr,fi.ed during the inspection.

The counler receipt number (onþrm CHP251) and the R# assigned. to the cletail were not w-itten on the ch.e¿^'
collected' Per HPM I J "1, Chapte'r 4, paragraph Ba. (6). the countet' receipt number needs to be indicated on the
check. See attached.deeuments.

On tlte CHP 465 (Rei.mbursable Set'víces Agreentent Contract) there is a designated areafor the Commancler's
sigrLature. If the Area Commqnder is not available to sign the document, it isl""o**rnded the contract be
signed by a Lieutenant or Sergermt.

log implemented on

Billing

to
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STATE OF CALIFORNIA
DEPARTMENI OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
-age 3 of 3.

(,ommandì

Baldwin Park
D¡vtston:

Southern
L;napteÍ:

Eiqht (B)
lnspected by:

Officer Ana Markey
Date:

06/0112009

The Area concurs with the Action lt
Please see below (Corrective Action Plan/Timeline) for Area corrective actions,

lnspector's Comments: snall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

Action ltem #1: Ofticer Carmodfh
keep it up to date as we receive new Reimbursable Contracts. The Area will also reconcile the log ön a':uarterly basis and close out the log at the end of each fiscal year. Both the reconciliatíon of the lóg and: closing out of the log has been ðet up in the Area suspense system. This log wíll be sent to Division
at the end of each month.

Ïhe two items in the "rìotes" section have been discussed with Otficer Carmody and the Office Services
Supervisor who will ensure the R# and counter receipt number are written on all checks collected by theArea' They have also been briefed and will ensure the CHP 465 is foruyarded to the Area Commander
or designee for signature,

ln order to ensure conformance with these policies the Administrative Sergeant has also been briefed on
these additions and will monitor the completion of Reimbursable Services.

Employee would like to discuss this report with

HPM 9.'l . Chaoter I for aooc;

Reviewer díscussed this report wilñ
employee

--]-Concur

CHP 6804 (Rev.02-09) OPI 010
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STATE OF CALIFORNI/\
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM

=XCEPTIONS 
DOCUMENT

Command:

Antelooe Vallev
D¡v¡sion:

Southern
Chapter:

Eiqht (8)
lnspecled by:

Sqt. Michael StefanoÍf , #14924
Date:

05126t2009

age 1 of5

INSTRUCTIoNS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated, Enter the chapter

number of the inspect¡on lltne chapter lnspeaion number. under'Forward to:' enter the next level of command where the.document

:HiïË;;JätJä'iË il'ã"Ë. il¡s;ä;"il shal be urlized to document innovalive practices, susgestions ror state^wide

improvement, ídentifi ed defi @ A CHP 51 Memoranclum mav be used if additional space is required'

TYPE OF INSPECTION

X Division Level ! Command Level

f] Executive Offìce Level

Total hours exPended on the
inspection:

Eleven (11) hours

Corrective Action Plan lncluded

Attachments lncluded

x
x

Follow-up Required:

X Yes fl No

Forward to:
Southern Division

Due Date: 0612A09

lnspecto/s Comments R

The Area CHP 735 Officer has an exceptiona¡ ctions and

capabilities, The Area utilizes the AIS system information as

well as information regard¡ng CHP 7S5 iFisca¡ ing this systerl'ì

, enter and store valuable information iegardi of information'

.,rus eliminating the potential for enors- lñ addition , 7A5A Case Log

is automatically generated by the arrest date, which pense and

tracking system.

None.
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Command:

Antelope ValleY
D¡v¡sion:

Southern
Chapter:

Eiqht (8)
lnspected by:

Sqt. Michael Stefanoft, #14924
Date:

05t2612009

On May 26,2}og,the Southern Division lnspection Team conducted an inspection of the_Antelope

Valley Âr"a. The scope of the inspection included the Driving Under the Influence Cost Recovery
progiam (cHp zgé1. 

'The 
inspection was conducted in accordance with the command lnspections

Mañual, Èlgn*"y iatrol Manual zz.1 (HPM), Chapter L Ten percent (19 documents) of the Area's CHP

735,s for thé preuious twelve months ùere inspecieO. In addition, the Case Log - DUI Cost Recovery

program (cHþ 73sÀ), generated by Area lnfoimation system (Als), was utilized to verify the tracking

and processing of the CHP 735's'

The CHp 73S program is coordinated and processed by on_e of the Area Speciat 
Q9----------------ty 

Officers (Al review

and Evidence) asäàsignated by Area Standard Operating Procedures (S.O'P.). Offiryl K' Wheeler,

#1s021 assumed the iosition in June 2007. ln addition io regularly assigned duties (Al. review,

Evidence, etc.), the Cnp ZgS Officer has a good understanding 9f_!!9 requirements- of HPM 1 1 '1 '

õnápter io, 
^n¿is 

welt organzed witn pape-rwork filgs. The CHP 735 officer is well informed of the

Area tnformation Systèm in¡sl and ail of itr r"p"bilities. Cunently, the onduty serge_?llcompletes a

review of the submitted cHP 735's and forwarås them to the cHP 735 ofücer' The GHP 735 officer

pio""r.", the submitted cHp 73s's and signs for the Area Commander prior !o processing to Fiscal

Management seaiðn iÈrtrq. The CHp zeã omcer does not compl te an additional review of submitted

cilp 7gs,s and relies it¡rflú on the review by the onduty sergeant. T-he cHP 735 officer completes the

,view of only disputed claims at the requests of Fiscal Management Section (FMS)'

The Antelope valley Administrative Sergeant assumed the position in August 2008- The Administrative

Sérgeant supervises the CHp 7zs otfiár. All onduty supérvisors/sergeánts are respors.ible for the

review of CHp 73S's submitted, to ensure completeness and accurEt f(gr¡eRng ltem - February 2009)'

The Antelope va¡ey Area commander assumed the posÍtion in May 2008. lt ís apparetlft"t the fuea

Commander has taken an active role in the management and importiance of the Area's DUI Gost

Recovery program. The Area Gommander currenìtly relies upon the Area's Sergeants fur submission

and review of submitted CHP 735's.

ACTION ITEI'S

Action ltem #l - Ensure all CHp 735's are procÆssed and forwarded to Fiscal Management Section

within ten (10) uusiness days of the establisired criteria (CHP 735 -Section A), in accordanêe with

departmental policy, HPM 11.1, Chapter 20 (Question #7)'

o lt was determined that the processing of several cHP 735's are being delayed based upon times

associated with report 
"omþetion "nã 

supervisory review. once.the review is complete, the

entire report anO iHp 735 documentation is forwãrded to the CHP 735 Ofücer for processing'

The timeliness of submission of reports, CHP 735's and the sergeant's review causes a delay,

therefore the ten day requirement it noi atways met on B.A.C. results received the day of arrest

(Breath).
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Commanct:

Antelope Valley
Division:

Southern
Chapter:

Eíqht (8)

lnspected by:

Sot. Michael Stefanoff , #14924
Date:

0512612009

àoe30f5-'¿:: 

. ;;;;,:" J;r r-;rocessed within the required ten davtmerrame were

completed while the designated cúp 735 officer was off or on vacation. The responsibility of

processing CHP 735's are placed upon another officer during this time'

Action ltem #2 - Ensure all cHp 735's are processed and forwarded to Fiscal Management section .

within ten (10) business days of the established criteria (cHP 735 - Section B), in accordance with

Jepartmental policy, HPM 11.1, Ghapter 20 (Question #8).

. ïhe cHp 735 Officer monitors the suspense file and criminal conviction status when not

completing ãin"t assigned duties. The CHP 735 Officer currently only has access to court

information gnorgh tnË ccnds iystem to verify the conviction.status on suspended cHP 735's'

Although tná CHÈ 735,s are normälly process"ó onr" the conviction status is verified, there is a

delay ,ror"O by tnelntormation reóiùed from the court and delayed entry into the CCHRS

system, This delay can be ,p to 
" 

coupte of months from the aclual conviction date in some

cases. criiãñtVií'ere ¡s no ïmmediaté or realtímé access available to check conviction status

on the cHp 735's. Therefore, the cHP 735's are not always cOmpleted, reviewed and processed

within the required ten day time frame'

Action ltem #3 - Ensure the notes portionof thggIP 415 indicates billable DUI time and is broken

down by specific billable activity wnån the cHP 415 includes more than one activity. ln addition' the

arrestees name and case number srráll ¡e included on the cHP 415 in accordance with departmental

policy, HPM 11.1, Chapter 20 (Question #13)'

. lt is the responsibility of the on-duty sergeant to ensure all time indicated on a subm¡tted cHP

735 corresponds with an attached bHpZrs for that incident. The cHP 415's indicate billable

activity time by highlighting the time to correspond with the CHP 735, however no additional

information is placed in the not"i portion. Although several of the billable hours are itemized on

the CHp 73s, many of the same hours are placed-under one block of time (ex: 3 hours = DUI TC)'

on the CHp 41S an6 are not easily recognizable and/or verifiable.

. several of the cF¡p 415's submitted with the cHP 735's contiain activþ time.as 
. 
glh.t Assists'"

Although the total number of hours on the cHP 735 cofiesponds to the attached GHP 415, the

billable act¡vitv time meeting the DUI cost Recovery criterià. is not itemized on the cHP 415' As a

result, this creates confusion on the amount of time claimed on a DUI cost Recovery for a

specific incident.

o several of the cHp 415's contain incident investigation time or in-custody time that is transferred

to the *rong ,"ìegory on the cHp 73s. Although-the total number of hours on the cHP 735

corresponoé to thé aítached cHp 415, placing [ne activity time in the incorect category causes

confusion on the actual amount of time claimed on a DUÍcost Recovery for a specific incident'

GHP 6B0A (Rev. 02-æ) OPI 010



SIATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

COMMAND INSPECTION PROGRAM
trJ(CEPTIONS DOCUMENT

Command:

Antelope Vallev
Division:

Southern
Chapter:

Eiqht (8)

lnspecled by:

Sqt. Michael Stefanoff , #14924
Date:

0512612009

Action ltem #l - Ensure cases not resulting ¡n a conviction within 12 months after submission to the

õistrict nttornÐ are closed out after court vãrification of case status (Question #21).

o lt was determined that cHp 73s's pending conv¡ct¡ons are placed in a suspense binder. All CHP

735,s pending disposition are placäd in this file, including those beyond the 12.m91th processing

time frame. ðurrénfly the cHp 735 officer does not cloðe out cases beyond lhe 12 month

requirement.

Commander's

I have reviewed the audit of the Antelope Valley Area's Driving Under the lnfluence Cost Recovery

program (cHp 7g5). I found the auditänd su¡iequent repoÉ1o be thorough, informative and helpful' I

believe all of the action items will result in more efficient operations and I concur with all of the report'

)ne.

., findin ts revised, findings unchanged,

etc.
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STATE OF CALIFORNIA
DEPARTMENT OF GAUFORNIA HIGFTWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
age5ofS

--::-:::::

Command:

Antelope ValleY
Division:

Southern
Chapter:

Eisht (8)
lnspected by:

Sqt. Michael Stefanoff , #1M
Date:

05126t2009

Corrective Ac{ion Plan/Timeline

Action ltem #1

The Area CHP 735 officer has a good grasp of the p

within ten business days. lt appears we have a min

Action ltem #2

This action item is problematic in that it requires the Area court officer to physical followr.rP on the status

of each case conviction. tA county Court'system does not regularly update their CCHRS system and

iépã.t, ordisposition of cases ca ars. Area w¡ll eñsure a regular review of the

'isposition of court cases. Howe at the coufts' it will be

.¡ifficult to track the disposition of

Action ltem #3

Area will brief Area officers about the importance of clearly delineating the times and activity categories

on their CHp 415s whenever a CHp 735 is completed. ln addition, Aiea sergeants will carefully review

officers' CHP 415s and the corresponding.CHP 735s to ensure the

nitntignteO and itemized and that the two documents correspond'

2009.

Action ltem #4

The Area CHp 735 0fficer has been advised to ensure alf cases beyond the 12 month processing time-

frame are closed and removed from the system. Action ltem Completed

b - 11 - o1Employee would like to discuss this report with

HPM 9.1. Ghapter I for

, employee
f-C-oncur

discussed th report with

CHP 680A (Rev 024S) oPl 010
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

JPECTION PROGRAM
UFIAPTER 8
COMMAND DUI COST RECOVERY

uommano:
Antelope Vallev

Division:
Southern

Number:
Eioht l8)

Evaluated by:

Sot. Michael Stefanoff # 14924
Date:

0512712009
Assisted by:

Officer Clifford Porler # 16738
Date:

0512712009

INSTRUCTIONS: Answer individual items wilh "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers' discrepancies

with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" seclion'

Rooiiionaíty, süch discrelancies andior deficiencies shall be documented on an Exceptions Document and addressed to the next level of-

command. Furlhermore, the memorandum shall include any follow-up and/or corrective action(s) taken. lf this form is used as a Follow-

up lnspection, the "Follow-up lnspection" box shall be marked and only defìcient items need to be re-inspected,

TYPE OF INSPECTION

X Division Level n Command Level

n Off¡ce of lnspections n Voluntary SelËlnspection

Follow-up
Yes

Required:
INo

I Follow-Up lnspection

BY:

Datel

U '11 -01

For applicable policies, refer to HPM 1 1.1 , Chapter 20. \
T

'. I

Note 'lf a 'lNo'i or uN/A'l box is checked, the iRemarks" section
Does the command have sufficient procedures to
ensure that a CHP 735, lncident Response
Reimbursement Statement, is prepared for each
erraqt that mcctq thc nost reeôverv e-rileria?

shall be ut lized for ex

X Yes nruo n N/A Remarks:

2. What are these procedures?

This command has the Area Accident lnvestigation Officer verify that the Cost Recovery Griteria has been met

withanarrestforaviotationof GaliforniaVeh-iclecodesection23152or23153. He/shealsodeterminesifthe
arrested paÉy caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC

Test) witñ a result of .08% or greater, meeting the criteria for thre CHP 735 "4" section' The officer may utilize the

conditions of the CHp 235 ,,8" sectíon in the case of a BAC Test that returns under the .08%, a refusal to take the

BAc Test, or a chemicaltest that is for drugs only. The Accident lnvestigation officer reviews the report and

ensures that a cHp Z3s is attached when tñe critória is met. The Accident lnvestigatíon Officer then forwards the

CHp 73S and the report to the Sergeant on duty. The Sergeant then reviews the Arrest report along with the CHP

735, verifying the CHP 735 meets the required criteria and that the time indicated on the CHP 735 corresponds to

the time indióated on the attached cHP 41s. The report along with the cHP 735 is then forwarded to the cHP 735

Officer. The CHp 7J5 Officer signs the cHP 735 for the commander and forwards the CHP 735 to Fiscal

Management Section (FMS)

3- Does the command have a specific employee(s)
assigned to process all CHP 735 forms? X Yes trNo n f.¡ln Remarksl

4. lf the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms
listed in their iob description or anv other document?

I ves nNo n nln Remarks: Area S.O'P'
Division Z-Chapter 7'1 (CX5Xb).

CHP 680U (Rev. 02-09) OPI 010
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

ìPECTION PROGRAM
CHAPTER 8
COMMAND DUI COST RECOVERY

5. Are all CHP 735 forms forwarded to Fiscal
Management Section (FMS) properly with completed
criteria in either Section A or Section B of the form?

X Yes DNo E N/A Remarks:

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the
lnfluence (DUl) Cost Recovery Program? This would
involve cases where the following criteria applies:
. A Blood AlcoholContent (BAC) under.0B%

' A chemical test is positive for drugs only
. There is no supporting BAC test of drug test (i,e.,

a refusal)

X Yes E t,lo n N/A

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being fon¡varded to FMS
within ten business days from one of the folfowing
dates?
. The date of BAC results of :.08% were received
. The date of BAC results of :.04o/o were received

for a commercial driver

f, Yes X t¡o n N/A Remarks:

See Action ltem # 1

8, Are CHP 735 forms completed based on the criteria
of Section B of the form being fonruarded to FMS
within ten business days from being notified of a
conviction of California Vehicle Sections 23152 or
23153, or greater offence as a result of one of the
following?
. The person arrested refused to provide a

chemicaltest
. The arrest was for drugs only
. A BAC of < .08% was obtained

n Yes XNo n ruin Remarks:

See action ltem # 2.

9. ls the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
11.1, Administratíve Procedures Manual, and
includes hours for all employees assigned to the
incident?

X Yes ! tlo n N/A Rema¡ks:

'10. lf the person arrested is transient, is the case being
entered into the CHP 7354, Case Log-DUl Cost
Recovery Program, without forwarding the CHP 735
to FMS?

! Yes nNo X t'UR
Remarks:

None lnspected.

11. Are stafl hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes? X Yes n ¡lo n ruln Remarks;

12. Do the total number of staff hours charged on the
CHP 735 agree wìth the appropriate CHP 415, Daily
Field Record?

X Yes nNo ! Nln Remarks:

CHP 680U (Rev, 02-09) OPI 010



Page 3 of 4

STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

ìPECTION PROGRAM
Ur{APTER I
COMMAND DUI COST RECOVERY

Does the Notes portion of the CHP 415 indicate the
billable DUI time when the CHP 4'15 includes more
than one activi
Are the staff hours incurred by members of the
Department for the following activities associated with
an incident meeting the criteria for DUI cost recovery
included in the CHP 735?
. Response Time
. On-Scenelnvestigation
. Follow-uplnvestigation
. Repoft Writing
. Vehicle Storage
. Call Back
o Field Sobriety Testing
. Transportation
. Booking
o ChemicalTesting
. Traffic Control

15. Are the for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?
ls the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

16

17 ls a copy of the CHP 735 being retained at the
command and filed?

'18. ls the co the, optional, CHP 7354 to
track cases qualifying for the DUI Cost Recovery

am?
19. ln the absence of a CHP 7354, how is the command trac DUI Cost Recovery Program

N/4, Currently utilizing the CHP 735 A document for tracking the DUI Cost Recovery Program,

20 Are commands using a case monitoring system to
track cases qualifying for the DUI Cost Recovery
Program including the following information in the
monitoring system?

' Defendantlnformation
. Violationlnformation
. Court lnformation
¡ FMS lnformation
r BAC test results

14

Remarks:
See Action ltem # 3,

X Yes nNo fl N/A

ENo

CHP 680U (Rev.02-09) OPI 010
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STATE OF CALIFORNIA
NtrPARTMENT OF CALIFORNIA HIGHWAY PATROL

}PECTION PROGRAM
LHAPTER 8
COMMAND DUI COST RECOVERY

21. Are cases not resulting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

n Yes X trlo tr ruln Remarks:
See Action ltem # 4.

22. Do closed out cases on the monitoring system have
a line drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and
date of last follow-up check?

X Yes XNo !ryn Remarks:

23. Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5,00 being
orocessed bv the Department?

! Yes !No X ruln Remarks:
Processed by F.M.S,

24. ls the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status ideniifying any deficiencies in the
submission and accountability of the DUI Cost
Recoverv Proqram?

X ves E ¡lo n N/A Remarks:

Question 25 pertains to Fiscal Management Section.

25. ls FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?

X Yes tr llo tr N/A Remarks: All returned 735's for
corrections are reviewed bY the
CHP 735 Officer.

CHP 6B0U (Rev. 02-09) OPI 010
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STATE OF CALIFORNIC
IEPARTMENT OF CALIFORNIA HIGI-IWAY PATROL

]SPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

Command:

Antelope ValleY
D¡v¡sion:

Southern
Number;

Eioht (8)

Evaluated by:

Officer Ana Markev #17290
Date:

0512612009
Assisted by:

Justine Lam
Datel

05126t2009

anÊwers, discrePancies
arks" section.

with policy, applicable legal statues, or deltciencies notod 
,in 

ti¡e in¡ 
-- -..-^^r¡^^ñ r-ra¡¡,manr n¡r a¡trtrcqqart rô the next level o

Xll!'ü,ilìîl|5:ffiå;:3il:[ffiiJå"JäËn"å'", shar be docum nred on an ExceptionsDocument nd addressed to the next revel or

command. Furthermore, the memorandum shall include any follow-up 
"nJ/or"orr"rtive 

action(s) taken' lf this form is used as a Follow-up

iÃp".iion, the "Follow-up f ñ"p"rt,oi; Ùox shall be marked áno onty deficient items need to be re-inspeured'

TYPE OF INSPECTION

X Division Level n Command Level

n Of¡ce of lnspections n Voluntary Self-lnspection
Date;

I,t -t1 'ûFollow-up Required:
ffiYes !No

n Follow-Up lnspection

BY: U-For applicable policies, refer to HFM 1 1 .1, Chapter 6'

fi Yes nNo n N/A Remarks:

---Z-Tõæ-Iñe billiñg rate include mileage and other
expenses sucñ as unifor@ X Yes lNo N N/A Remarks:

@ice is provided to another state

agency, is the agency's five-digit billing code

obtained?
X Yes !No n N/A Remarks:

@ented on the Reimbursable
o^^riaa¡ Þillínn l\/lamnranr{r lm? lX Yes l-] tlo l-l n¡ln Remarks:

assigned to the detail i

less than 24 hours prior to the scheduled service?
X Yes fl No E N/A Remarks:

O. ls ã minimum payment of 4 hours overtime charged
when employee(s) could not be notified of the
cancellation of their servíce(s)?

X ves fl No n N/A Remerks:

@g the proceduresto obtain
necessary right-of-way clearances or permits' Iocal

requirements, and other pertinent information made
available to inquiring Pa(les?

I Yes nruo X Nrn Remarks:

STre wrltten requests for specific services directed to
the approPriate command? lX Yes l-l ruo ñ ¡l¡n Remarks:

gl Rr-e tramc control services less than $50,000
aooroved bv Division? X Yes [l l.lo l--l N/A R€marks:

m-. Æe tratrc control services estimated to be $50,000 or
more approved by the Office of the Commissioner? fl Yes !No X N/A Remarks: Of the documents reviewed

none were over $50,000.

11. Are extraordinary Protectir
Assistant Commissioner, I

¡e services approved bY the
:ield? I Yes ENo xun Remarks: Of the documents

reviewed, none were Protective
serylces.

CHP 680U (Rev.02-09) OPI 010
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STATE OF CALIFORNIA
ìEPARTMENT OF CALIFORNIA HIGI-{WAY PATROL

,SPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

12. ls a Reimbursable Services Agreement (RSA) log

number requested from Division for every contract? X Yes l-l ruo f-l N/A Remarks:

TIla crlp ¿os form completed in accordance with
oolicv? X Yes l-l ¡¡o [-l vn Remarks;

14. Are advance payments collected from the contracting
companv prior to the start of the service? X Yes f-l lrlo l-l N/A Remarks:

15. ls a CHP 251 prepared and mailed to the contracting
comoanv upon recetpt of advance payments? X Yes I-l No f-l run Remarks:

16. ls a CHP 467 prepared and submitted to the Fiscal
Management Section upon completion of the
contractual service(s)?

X ves fl t¡o fl N/A Remarks:

17. ls a copy of the CHP 465 attached to the weekly
CHP 230. and if aoolicable, a CHP 169? X Yes [l tto [-l N/A Remarks:

18. ls a CHP 466 maintained?
l-l Yes Xl llto N N/A Remarks: See action item #1

19. Do RSA numbers begin with the letter "R" to denc
reimbursable services, followed by two digit fiscal
year, three digit location code, and a sequential
number for each aqreement?

I Yes n ¡lo !run Remarks:

20. ls the CHP 46ô closed out at the end of each fiscal
year with a new log implemented on July 1 beginning
with the sequential number 001?

! ves XNo n N/A Remarks: See action item #l

21. Are all sequential numbers accounted for when
reconcilinq with the Billin.q Memorandum? fl Yes X l.¡o [-l Mn Remarks: See action item #1

22. Are sequential numbers not matching Billing
Memorandums reconciled? l_l Yes X tlo l--l N/A Remarks: See action item #1

23. ls the original RSA signed and filed at Area?
X Yes l-l l.lo ¡ N/A Remarks:

24. Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor
has obtained the necessary right-of-way, clearances,
and permits?

X Yes nruo nNn Remarks:

25. ls the indemnifìcatíon clause included in the
aqreement when requested? X Yes I-l tlo I-l vn Remarks:

26. ls the inclusion of the indemnification clause
approved by the Department of General Services,
Office of Leqal Services?

X Yes []No n ru¡n Rêmârks:

27 . lÍ the service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract
Services Unit?

! Yes XNo X n¡n Remarks: None of the documents
reviewed were over $50,000.

28. ls a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when
one of the contracting parties is a county, city, district,
or other local oublic bodv?

X Yes nruo n nln Remarks:

29. Are dignitary protection services referred to the
of Dionitarv Protection? X Yes [-l tlo T ¡¡¡N Remarks;

CHP 680U (Rev. 02-09) OPI 010
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9TATE OF CAIIFORNIA
ìEPARTMENT OF CALIFORNIA HIGFIWAY PATROL

JSPECTION PROGRAM
CHAPTER 8
COMMAND REIMBURSABLE SERVICES

90. ATeEEP 3fTforms, CHP 313 forms, and CHP 467
forms prepared when a statewide agreement is in
cffeet?

I Yes nNo ! N/A Remarks:

-3ilmãn stãte agencies are requesting a statewide
agreeme¡t, are they referred to Enforcement
Services Division, Field Support Section?

X ves fl No t] N/A Remarks:

nJng ag¡egme¡t,proqèdures and repgrt¡ng 'fof iselvlces Provlqeu.

æl lsã CHP 230 prepared by the contracting party when

fees are collected on the day of the training session? flYes I l,to X ruln Remarks: No outside training has -
been provided bY the Area.

@ cHP 467 and contract agreement
submitted to Fiscal Management Section (FMS) upon

completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
soecial oroiects) within 5 davs?

n Yes XNo n ruln Remarks: See ac'tion item #2

@7 forms forwarded to the next
level of review? lX Yes nNo ¡ N/A Remarks:

ffiilling Memorandum was sent to

FMS noted on the Reimbursable Services Control
Loq?

X Yes nruo !run Remarks:

36. ls a copy of the command's Reimbursable Services
Control Log forwarded or e-mailed to the Division
tinnrdinafor at the end of each month?

! Yes X trto n N/A Remarks: See action item #1

-- 3-C theFetmbÙrsable Services Control Log verified
with the copies of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for
billino ourPoses?

X Yes nNo TruN Remarks:

38. Are outstanding items being inspected and resolved'/
ñ Yes l-l No ll ¡ln Remarks:

50.ls a copy of the CHP 467 and CHP 465 submitted to
FMS upon completion of extraordinary protective
services?

I Yes nruo XruN Remarks: Out of the documents thet
were reviewed, none were protectìve

servtces.

@cial project code obtained on

every contractual service? Xl Yes l-l ¡lo ¡ N/A Remarks:

41. ls the overtime report(s) for reimbursable special
project(s) used to reconcile CHP 415 forms for each
soecial oroiect?

X Yes nruo n N/A Remafks:

42. Are the special project codes on the overtime
report(s) verified to ensure the correct special project
code has been used?

X Yes nNo T N/A Remarks:

ffiioñs noted on the overtime report(s)?
X Yes l-l tlo ñun Remarks:

M. Are overtime reports approved and dated by the
commander after reconcilin-q? l-l Yes X r.¡o N N/A Remarks; See action item #3

45. ls the original overtime report(s) forwarded to FMS?
X Yes [-l ¡'to [l ru¡n Remarks:

46. ls a copy of the overtime report forwarded to Division
by the 10'n of the month (except COZEEP/MAZÊEP)? fi Yes ! t¡o EruN Remarks: Per PolicY Southern

Division overt¡me reports are due bV
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the 15'n of the month,

ffiA¿EEP reports forwarded to
Division bv the l51h of the month? X Yes f-l l,lo N N/A Remarks:

¿& nre all COZEEPIMAZÊEP reports approved by

Division and fon¡rarded to FMS by the 30'n of the
month?

X Yes nruo I N/A Remerks:

49. ls a copy of the CHP 71 attached to the overtime
report(s) when there are reimbursable nonuniformed
personnel hours?

! Yes fl No X ruln Remarks: None inspecied. ln the rare
occasion non-uinformed time is
involved the CHP 71 is attached to
the O/T reDort

50. ts an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is

the service discontinued?
X Yes ! l,lo nrun Remarks:

51. Are all payments made directly to FMS?
R Yes l-l r.¡o l-l N/A Remarks:

52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any
future services?

! Yes ! ¡lo X ntn Remarks: Commands do not receive
information from Headquarters
regarding delinquent accounts.
Therefore commands cannot track
this information.
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identified defciencies, correcl¡ve act¡on A CHP 51 Memorandum may be used it addifional is required.

Gomma nd

Antelope ValleY
Division:

Southern
ChaPter:

Eiqht (8)
Inspected by:

Officer Ana Markey
Date:

05t2612009

::::::Æ:
INSTRUCTIoNS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated' Enter the chapter

number of the inspection in the chapter lnspection num¡er. under "Forward to:' enter t-he next level of command where the document

shall be routed to and its due date. This document shall be utilized to document innovative practices, suggeslions for statewide

TYPE OF INSPECTION

fi Division Level I Command Level

D Executive Offìce Level

Total hours exPended on the
inspection:

Eighteen (18) Hours

X

x

Corrective Action Plan lncluded -

Attachments lncluded

Follow-up Required:

X ves n ¡¡o

Forward to
Southern Division
Due Date:
0612212009

tnspecto¡'s Cornments Regat
None.

Ç.nmmand for Statewide I

lot already in the process, the reimbursable servlces program should..be fu tomated into one 9f

rne óãpartment's var¡ous fiscal spreadsheet programs. 
'ltems 

such as the CHP 466 would be much

more effi6ent if they were processed in a daiabãse attached to the LANMAN' ln addition, Department

policy regui¡ng a fiíe day iubmission of contracts to Fiscal Management Section should be reviewed to

ensure it is updated as needed.

lnspector's Findings:

on May 26,2009,the Southern Division Inspection Team conducted an inspection of the Antelope Valley Area.

The scópe of the inspection included the Command Reimbursable Services. The inspection was conducted in

accordance with the'Command Inspections Manual, HPM 22.1, Chaprer 8 and Administrative Procedures Manual

FIPM 1 1 . I (HpM), Chapter 6. Ten percent (1 1 documents) of the Area's Reimbursable services documents for

the previous 12 months were inspected.

Antelope Valley's reimbursable services is handted by the Area Overtime Coordinator, Officer Ben Moya as

indicated in the Area Operating procedures (SOP). ofircer Moya has assumed this position for approximately 14

months.
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ACTION ITEMS

Action Item #l

Question 18: ls a CHP466 maintained?

euestion 20: ls the CHP466 closed out at the end of each fiscal year with a new log implemented on

July 1 beginning with the sequential number 001?

Question 21: Are all sequential numbers accounted for when reconciling with the Bílling

Mernorandum?

Question 22: Are sequentiat numbers not matching Billing Memorandums reconciled?

euestion 36: ls a copy of the command's Reimbursable Services Control Log forwarded or emailed to

the Division Coordinator at the end of each month?

¡ The log was neither reconciled nor fonryarded to Southern Division as there was no CHP 466

(R# Log) maintained by the Area.

Action Item#2

Are the original CW 467 and contract agreement submitted to Fiscal Management Section (FMS) upon

completionlf services (other than COZÈEPIMAZEEP, extraordinary protective services, and special projects)'

within 5 days? (Question #33).

o Three documents out of the 11 reviewed were not completed within the 5 days. Although the 5 day time

frame is not in policy, it is recommended these documents are sent to Fiscal Management Section as

expeditiously as possible. See attached documents.

Action Item #3

Are all overtime reports approved and dated by the commander after reconciling? (Question #44)'

o The Area did not have the Commander sign Cozeep and Mazeep reports. See attached documents.

Note: The following item was not part of the Chapter I checklist however the discrepancy below was identified -
during the inspection.

ihe counter receípt number (onform CHP 25I) and the R# assigned to the delail were not written on the checks

collected. Per HPM I l.I, Chapier 4, pef agt aph Ba. (6). the counler receipt number needs lo be indicated on the

Commend:

Antelope Valley
D¡vis.ion:

Southern
Chepter:

Eiqht (8)
lnspected by:

Officer Ana Markey
Date:

05t261200s
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Command:

Antelope Valley
Division:

Southern
Chapter:

Eioht (8)
lnspected by:

Officer Ana Markev
Date:

05t2612009

checlc. See attached documents.

Commander's Response: X Concur or n Do Not Concur (Do Not Concur shall document basis for

J have reviewed the report completed by the Southern Division lnspection Team conducted on the
Antelope Valley Area on May 2ß,2009, With the exception of one minor discrepancy, I found the audit
and subsequent report to be thorough and well researched. The suggested action items when
implemented will create a more efficient response to the Department's needs in the audited areas.

One minor discrepancy involved Action ltem #3 involving command signature on monthly overtime

reconciliatíon repods. ln reviewing these documents, it was clear that I or my designee reviewed and

signed each of the monthly repofts.

lnspector's Comments: Snalt address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.
Action ltem #3 was derived from overtíme CozeeplMazeep reports not being signed by Commander or

designee, Copies of these reports are attached in Section ll, Xll.
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uommano:
Antelope Valley

D¡v¡s¡on:

Southern
çnapter:

Eisht (8)
lnspec{ec, by:

Officer Ana Markey
ua¡e:

05t2612009

ired Action

Corrective Action Plan/Timeline

Action ltem #1:

Area was not utilizing a CHP 466, Reimbursable Services Control Log. Therefore, a log was not

closed out at the end of each fiscal year and new logs were not changed out at the start of new
fiscal years.

On June 1, 2009, following the audit, the Area overtime cogrdinator implemented the use of a

CHP 466. He is aware of the requirements of the log and will ensure that items are entered in a

sequential order and accounted for when reconciling the billing memorandum. He will also

ensure the log is reconciled and forwarded to the Southern Division coordinator at the end of

each month. Action ltem Corrected

Action ltem #2:

. rle Area overtime coordinator has been advised of the necessity for prornpt processing of all contract

agreements submitted to Fiscal Management Section (FMS). He will continue to ensure all CHP 467s,
giLLlNC MEMORANDUM - Reimbursabte Services, are submitted within five days. Action
Item Corrected

Action Item #3

As noted in the commander's response, we believe this item is being completed. All of the monthly

reconciliation reports were signed by the commander or his designee. However, we will continue to

carefully scrutinize these reports and assure there is command review each month. Action ltem

Corrected

f] Employee would like to discuss this report with
the reviewer.
lSee HPM 9.1. Chaoter 8 for aopeal procedures.)

COMMANDER'S SIGNATURE

_nqsrét
DA]E

b - r1 -oj
TNSRECTORS STGNATUR'. DATE

f, 'r, '",2
I Reviewer discussed this report with

, employee
lâconcur ! oo not concur

DATE

Q'r,..o1
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uomman0:

Altadena
uiv¡s¡oni

Southern
Chapter:

Eiqht (B)
lnspected by:

Sqt. Michael Stefanolf , #14924
Date:

06t1512009

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified defÌciencíes, corrective action plans, A CHP 51 Memorandum may be used if additional space is required,

TYPE OF INSPECÏÍON

X Division Level n Command Level

f] Executive Office Level

ïotal hours expended on the
inspection:

Fifteen (15) hours

x

X

Corrective Action Plan lncludod

Attachments lncluded

Follow-up Required;

XYes nruo

Forward to:
Southern Division

Due Date: 06122109

lnspector's Comments Reqardinq lnnovative Practices:
None.

Command S for Statewide lm t:
None

ln r's Findi

On June 16,2009, the Southern Division lnspection Team conducted an inspection of the Altadena
Area. The scope of the inspection included the Driving Under the lnfluence Cost Recovery Program
(CHP 735). The inspection was conducted in accordance with the Command lnspections Manual,
Highway Patrol Manual 22.1 (HPlVl), Chapter 8. Ten percent (18 documents) of the Area's CHP 735's
for the previous twelve months were inspected. Due to some díscrepancies on the completed CHP
735's, time frames, reimbursable billing rates and attached CHP 415's, an additional ten percent (18
total documents)were inspected. Due to the same discrepancies a 100% o'f the Area's CHP 735's were
inspected. ln addition, the Case Log - DUI Cost Recovery Program (CHP 735A), generated by Area
lnformation System (AlS), was utilized to verify the processing of the CHP 735's.
The CHP 735 program is processed and monitored by the Area Court Officer. Officer A. Bender,
#18012, assumed the position in June 2008. ln addition to regularly assigned duties (court, filings, etc.),

13 CHP 735 Oflicer has a solid understanding of the requ¡rements of HPM 11.1, Chapter 20, and is
Êirly organized with papen¡rork files. Although the on-duty sergeant's ensure a CHP 735 is completed
when specific criteria is met, the CHP 735 Officer is the only level of review for submitted CHP 735's and
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u0mman0:

Altadena
Division:

Southern
Chapter:

Eioht 18)
lnspected by:

Sqt. Míchael Stefanoff . #14924
Date:

06t1512009

currently signs for the Area Commander. There is no additional review of submitted CHP 735's by
superv¡s¡on or management prior to processing to Fiscal Management Section (FMS),

The Altadena Area Commander assumed the position in May 2004. lt is apparent that the Area
commander has taken an active role in the management and importance of the Area's DUI Cost
Recovery Program. Due to a previous audit last month from Headquarters, the Area is in the process of
identifying deficiencies and correcting those problems with the current processing and submission of
CHP 735's.

ACTION ITEMS

Action ltem #1 - Ensure the specific employee designated for processing CHP 735's has the
information listed in their job description or any other document (ie: Area S.O.P.) (Question #4).

. Currently the Area has designated the Area Court Officer to review and process all CHP 735's
subrnitted. Although the CHP 735 has a clear understanding of the job description and CHP 735
process, it is not documented in Area S,O.P. or his current Job Description,

.ction ltem #2 - Ensure all CHP 735's are fon¡uarded to Fiscal Management Section properly with
completed critería in either Section A or Section B of the form, in accordance with departmental policy,
HPM 11.1, Chapler 20 (Question #5).

o lt was determined that several CHP 735's were incorrectly filled out by Area Officers. Several of
the forms completed were out dated and/or filled out by hand, containing inaccurate information-
(wrong reimbursable rates, missing names and or CHP 415's). Although the majority of the
reímbursable rates and hours were correctly billed, several of the forms contained omitted
information causing confusion to the actual amount of time and activity meeting the DUI Cost
Recovery criteria,

¡ Prior to last month the Area did not require Area Officers to submit their CHP 415's along with the
completed CHP 735. With no immediate verification or review of the CHP 415, no adequate
review of the activity meeting the DUI Cost Recovery Criteria could be established. Since the
prior audit, the CHP 735 Officer has attempted to obtaln and attach the CHP 415's with the
corresponding CHP 735Íor the previous tWelve months. Without this verificatíon immediately
available, there is no justification for bíllable hours for disputed claims or future audits/inspections,

Action ltem #3 - Ensure all CHP 735's are processed and forwarded to Fiscal Management Section
, within ten (10) business days of the established criteria (CHP 735 - Section A), in accordance with

departmental policy, HPM 11.1, Chapter 20 (Question #7).

o lt was determined that the processing of CHP 735's is delayed based upon report completion,
Accident lnvestigation review and processing to the CHP 735 Officer. Once the review is
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command;

Altadena
urvtston:

Southern
unapref:

Eiqht (B)
rnspecreo oy:

Sgt. Michael Stefanoff , #14924
L'ate

06t15t2009

completed, the entire report and CHP 735 documentation is fonruarded to the Area Court Officer
for final review, processing and criminal filing. With this delay in report completion, submission
and review, the ten day requirement is not met on several B.A.C. results received the day of
arrest (Breath).

o lt was determined that several different methods of recording the date the CHP 735 was
fonruarded to FMS have been utilized. Some CHP 735's have the date written directly on them.
Some documents have the date indicated in the AIS and therefore is present on the CHP 7354
when generated. Several dates are indicated on both the CHP 735 and in AlS. Although
eventually processed, there is no consistent method of recording the date the CHP 735's were
fonruarded to FMS.

Action ltem #4 - Ensure the total number of staff hours charged on the CHP 735 agree with the
appropriate CHP 415, Daily Field Record, ín accordance with departmental policy, HPM 11,1, Chapter
20 (Question #12).

. Prior to May 2009, Area Officers were not submitting their CHP 415's along with the CHP 735.
No additional comparison or review of the documents was completed by anyone other than the -

offícer handling the incident. With no immediate verification or review of the CHP 415, no
adequate review of the activity meeting the DUI Cost Recovery Criteria could be established.
Since the prior audit, the CHP 735 Officer has attempted to obtain and attach the C.HP 415's with
the corresponding CHP 735 for the previous twelve months. Although several CHP 415's have
now been attached and verified, several CHP 415's for subsequent days of activity time (ie:
reporting writing time) could not be located or were not attached. Without this verífication
immediately available, there is no justification for billable hours for disputed claims or future
audits/inspections.

. ln addition, the CHP 735 Officer is currently the final and only level of review for the submitted
CHP 735's. With the volume of CHP 735's submitted the accuracy and appropriate
documentation requires adequate review prior to processing. Without proper documentation,
there is no justification for billable hours meeting the DUI Cost Recovery Criteria.

Action ltem #5 - Ensure the notes portion of the CHP 415 indicates billable DUI time and broken down
by specific billable activity when the CHP 41 5 includes more than one activity. ln addition, the arrestees
name and case number shall be included on the CHP 415 in accordance with depadmental policy, HPM
11 .1 , Chapter 20 (Question #1 3),

. The Area CHP 735 Officer ensures alltime indicated on a submitted CHP 735 corresponds with
an attached CHP 415 for that incident. However, prior to May 2009, the Area did not require the
officers to attach their CHP 415's. ln addition, most of the CHP 415's that were attached do not
indicate what billable activity is recorded on the CHP 735 as required. With varying activity
completed during a shift, it is difficult to verify billable activity time on the CHP 415. Although the
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billable hours are itemized on the CHP 735, many of the same hours are placed under one block
of time on the CHP 415 (ex: 3 hours = 2021555 - DUI TC) and are not easily recognízable and/or
verifiable. No additional information, regarding their activity, is placed in the notes portion as
required.

The majority of the investigating offícers handling incidents requiring a CHP 735 correctly
categorize their activity between the CHP 415 and CHP 735, ln addition, only a few of the
offícers place the defendants name and case number on the CHP 415 as required. Most of the
CHP 415's submítted with the CHP 735's, for additional officers on scene, do not contain the
defendant's name and have their activity time documented as "Other Assists." Although the totai
number of hours on the CHP 735 usually corresponds to the attached CHP 415, the billable
activity time, meeting the DUI Cost Recovery criteria, is not itemized on the CHP 415. As a
result, this creates some confusion on the amount of time documented for DUI Cost Recovery for
a specific incident for the additional officers,

The Area Field Training Officers (FTO's) attach their CHP 415's with the Trainee's for submission
with the CHP 735 and usually the time is not itemized on the CHP 415. lnstead, all time on the
CHP 415 indicates FTO under the activity time, with no corresponding time to verify with the CHP
735.

Action ltem #6 - Ensure the current hourly rate for reimbursement, based upon the Comm-Net sent to
the command by FMS, is being utilized, in accordance with departmental policy, HPM 1 1 .1 , Chapter 20.
ln addition, the most current revision of the CHP 735 shall be utilized to ensure proper billing amounts
(Question #16).

. The Area has received the current information regarding, Comm-Net (1 1l19l0B) indicating the
DUI reimbursement amount of $84.00 per hour, effective November 1,2008. Although the Area
CHP 735 Officer has attempted to verify the accuracy of the amount indicated on the CHP 735,
it was determined that previous revisions of the CHP 735 were utif ized on occasion.

Commander's Response: X Concur or E Do Not Concut (Do Not Concur shall document basis for

I concur with the inspector's findings.
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uomman0:

Altadena
D¡vislon:

Southern
Chapter:

Eiqht (8)
lnspected by:

Sgt. Michael Stefanoff , #14924
lJate:

06/15/2009

lnspector's Commentsl Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

None.

All action items will be put in to effect immediately. The sergeants will brief the officers at briefings.
However, the next Area traÍning days are in August and Officer Bender will provide training to all officers
at the training days.

¡ction ltem #1

The CHP 735 Officer's job description will be placed in the Area SOP and/or in a file kept with the
special duty superyisor,

Action ltem #2

Officer Bender will conduct CHP 735 training at the next area training day, which will include correct
billíng rates and proper field entries on the form itself.

Otficer Bender will also provide 415 training as it relates to 735's. Sergeant hours and FTO hours will be
addressed as well. Sergeants and FTO's will be requested to itemize the time spent on the DUI related
incÍdent which is accounted for on the 735.

Officer Bender will check each 415 for accuracy and compare it to each 735 before submission to Fiscal
Management Section (FMS).

Action ltem #3

-pther than officers attaching the CHP 735 with the collision/arrest repoft, they will leave them in a
-iearly marked box in the Altadena de-briefing room. This will ensure the 735 can meet the 10 day
requirement. This process will be briefed at the next Altadena training day by Officer Bender.
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Sqt. Michael Stefanof'f , #14924
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The date when each 735 is received by Officer Bender will be recorded into the AIS system. The date
the 735 is sent to FMS will be recorded into the AIS system and on the 735 itself.

Action ltem #4

The Altadena Area is now properly briefed on the need to have 415's attached to each 735 and on the
proper note taking on each 415. Thís will be reiterated at the next Area training day.

Sergeants will be requested to review that, not only a CHP 735 exists with the repoÉ, but that the hours
billed are accounted for on the attached 415's.

As a second level of review Officer Bender will review each 415 as it relates to the 735. l'fthere is a time
discrepancy, the 735 will be returned to the investigating officerfor correction.

Action ltem #5

The Altadena Area wíll be trained at the next training day to itemize their time billed on the CHP 735 in
the notes sectíon of the 415. ln addition, the name and case number will be included in the notes
^ection. Officer Bender will prepare a sample 415 to illustrate the proper notations required. ln addition,

'ficers will be asked to provide any 415 which may include report writing time from a previous day's
arrest.

FTO's will be requested to itemize their DUI time as it relates to their trainee's DUI arrest. Sergeant
Lynch (Altadena FTEP Coordínator)was notifíed of this via e-mail by Officer Bender on 06/17109.

Action item #6

The current $84 hourly rate to be billed on each CHP 735 will be reiterated at the next Altadena Area
training day. Any 735 which bills $88 after 1 1l01l0B will be amended and the individual will be refunded
the difference.

Sergeants will be requested to verify the correct amount ($84/Hour) has been billed. Offícer Bender will
then make the same verification.

Ll Employee would like to discuss this report with
the reviewer.
(See HPM 9.1. Chaoter I for apoeal orocedures.) Wä,1ï-ltiH*

tNSpEÊtoR's'*tcNATURE ,/
"o)

DATE

á r'i
LJ Reviewer discussed this repod with

,employee-Á-concur n oo not concur

DATE

Lt' v.a'o7

CHP 680A (Rev.02-09) OPI 010



Page 1 of 4

STATE OF CALIFORNJA
NCPARTMENT OF CALIFORNIA HIGHWAY PATROL

SPECTION PROGRAM
UHAPTER 8
COMMAND DUI COST RECOVERY

Uommand:

Altadena (szs)
Division:

Southern
Number:

Eiqht (B)
Evaluated by:

Sqt. Michael Stefanoff # 14924
Date:

06t16t2009
Ass¡sted by:

Officer Clifford Porter # 16738
Date:

06/16/2009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any "No" answers, discrepancies
with policy, applicable legal statues, or defìciencies noted in the inspections shall be commenled on via the "Remarks" section.
Addilionally, such discrepancies and/or deflclencies shall be documented on an Exceptions Document and addressed lo the next level of
command Furtlrermore. the memorandum shall include any follow-up and/or corrective action(s) taken. lf thÌs form is used as a Follow-
up Inspection, the "Follow-up lnspection" box shall be marked and only deficienl items need to be re-inspected,

tYl)l Ol lNSt't:CllON

X Division Level [] Command Level

D otf¡ce of lnspections E Voluntary Self-lnspection

Lead Inspeclor's Signalure:

----),=k<-L
Follow-up Required:
X Yes I t¡o

! follow-Up lnspection

BY:

"WÆ'")'yzryar
For applicable policies, refer to HPM 1 1 ,1 , Chapter 20,

Note; lf a "No" or "N/4" box is checked, the "Remarks" section shall be utilized for explanation,
'1 Does the command have sufficient procedures to

ensure that a CHP 735, lncident Response
Reimbursement Statement, is prepared for each
arrest that meets the cost recovery criteria?

X Yes nruo ! ruln Remarks

2, What are these procedures?

This command has the Area Accident lnvestigation OffÍcer verify that the Cost Recovery Criteria has been met
withanarrestforaviolationof CaliforniaVehicleCodesection23lS2or23lS3. He/shealsodeterminesifthe
arrested party caused a response to an incident and has a supporting Blood Alcohol Concentration Test (BAC

Test)with a result o1 ,08% or greater, meeting the criteria for the CHP 735 A section. The Officer may utilize the
conditions of the CHP 735 B Section in the case of a BAC Test that returns under the .08%, a refusal to take the
BAC Test, or a chemical test that is for drugs only. The Accident lnvestigation Officer submits the report along
with the 735 to the Sergeant on duty, The sergeant then forwards the report and the 735 to the Accident
lnvestigation Review Officer who reviews the report and ensures that a CHP 735 is attached when the criteria is
met, The Accident lnvestigation Review Officer separates the CHP 735 and forwards it to the CHP 735 Officer
(Court Offícer). The CHP 735 Officer reviews the CHP 735 for accuracy and signs the 735 on behalf of the
Captain. Once the CHP 735 has been signed, the CHP 735 Officerforwards the reports to Fiscal Management
Section (FMS), The CHP 735's that are pending a conviction date or a blood result are put in a separate file and
are checked on a weekly basis.

3 Does the command have a specific employee(s)
assigned to process all CHP 735 forms? X Yes ! trlo E N/A Remarks"

'4. lf the answer to question 3 of this checklist is yes, is
the responsibility of processing all CHP 735 forms
listed in their iob description or anv other document?

! Yes XNo X N¡n Remarks.
See Action ltem #'1
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5. Are all CHP 735 forms fon¡varded to Fiscal
Management Section (FMS) properly with compteted
criteria in either Section A or Section B of the form?

flYes X t'lo fl N/A Remarks:
See Action ltem # 2.

6. Does the command have a suspense system in place
to facilitate notification of a conviction involving cases
meeting the requirements of the Driving Under the
lnfluence (DUl) Cost Recovery Program? This would
involve cases where the following criteria applies:
. A Blood Alcohol Content (BAC) under.08%
. A chemical test is positive for drugs only
. There is no supporting BAC test of drug test (i.e,,

a refusal)

X Yes ! trlo I ruln Remarks

7. Are CHP 735 forms completed based on the criteria
of Section A of the form being fon¡varded to FMS
within ten business days from one of the following
dates?

' The date of BAC results of :.08%o were received

' The date of BAC results of :.04% were received
for a commercial driver

! ves X tlo [] N/A Remarks:

See Action ltem # 3.

8. Are CHP 735 forms completed based on the criteria
of Section B of the form being fonryarded to FMS
within ten business days from being notified of a
conviction of California Vehicle Sectíons 23152 or
23153, or greater offence as a result of one of the
followíng?
. The person arrested refused to provide a

chemicaltest
, The arrest was for drugs only
. A BAC of < .08% was obtained

X ves INo n N/A Remarks:

9. ls the ltemized Staff Hours section of the CHP 735
completed as required in Highway Patrol Manual
1 '1.1 , Administrative Procedures Manual, and
includes hours for all employees assigned to the
incident?

X Yes nruo fl N/A Remarks

'10, lf the person arrested is transient, is the case being
entered into the CHP 735A, Case Log-DUl Cost
Recovery Program, without forwarding the CHP 735
to FMS?

! Yes tr t'lo X ru¡n Remarks

None lnspected

1 1. Are staff hours involved in the incident recorded on
the CHP 735 to the nearest ten minutes? X Yes ! tlo fl N/A Remarks:

12. Do the total number of staff hours charged on the
' CHP 735 agree with the appropriate CHP 415, Daily

Field Record?
! Yes XNo n N/A Remarks:

See Actíon ltem # 4.
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13. Does the Notes portion of the CHP 415 indicate the
billable DUI tìme when the CHP 415 inctudes more
than one actrvitv?

n Yes XNo D ¡lln Remarks
See Actìon ltem # 5.

14. Are the stalf hours incurred by members of the
Department for the foflowing activities associated with
an incident meeting the criteria for DUI cost recovery
included in the CHP 735?

' Response Time
. On-Scenelnvestigation
, Follow-uplnvestigation
. Report Writing
. Vehicle Storage
. Call Back
. Field Sobriety Testing
o Transportation
. Booklng
. ChemicalTesting
. Traffic Control

I Yes tr trlo fl ¡vn

15. Are the staff hours for officers-in-charge, sergeants,
lieutenants, or captains listed on the CHP 735 for
time spent performing the activities listed in question
12 of this checklist and not exclusively supervisory
tasks?

X Yes !No n ruln Remarks.

16. ls the current hourly rate for reimbursement, sent out
to all commands via Comm-Net from FMS, being
used?

n Yes X t¡o n N/A Remarks:
See Action ltem # 6.

17. ls a copy of the CHP 735 being retain
command and filed?

at
X Yes ! lvo I N/A Remarks

18, ls the command utilizing the, optional, CHP 7354 to
track cases qualifying for the DUI Cost Recovery
Proqram?

I Yes X tlo ! ru¡n Remarks'

19. lntheabsenceofaCHPT3SA,howisthecommandtrackingtheDUl CostRecoveryProgram

This command utifizes the CHP 7354 log to track the DUI Cost Recovery Program.

20 Are commands using a case monitoring system to
track cases qualifyrng for the DUI Cost Recovery
Program tncluding the following information in the
monitoring system?
. Defendantlnformation

' Violatron lnformatìon

X Yes tr t¡o I ru¡e Remarks
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a Court lnformation
FMS lnformation
BAC test results

!

a

21, Are cases not resulting in a conviction within 12
months after submission to the District Attorney
closed out after court verification of case status?

X ves ! ¡lo n ruln Remarks:

22. Do closed out cases on the monitoring system have
a líne drawn through the Conviction Date and Date to
FMS as well as the reason the case was closed and
date of last follow-up check?

X Yes E t¡o fl N/A Remarks:

23, Are refunds or overpayments, as a result of
erroneous charges, in an amount of = $5.00 being
orocessed bv the Deoartment?

I Yes !No n n¡n Remarks-

24. ls the command reviewing the quarterly reports sent
by FMS related to the submission of CHP 735 forms
and case status identifying any defrciencies in the
submission and accountability of the DUI Cost
Recoverv Prooram?

X Yes ! ¡lo [] ru¡n Remarks:

Question 25 pertains to Fiscal Management Section.

25. ls FMS reviewing the CHP 735 forms for
completeness of information and returning deficient
forms to the issuing command for corrections?

X Yes nruo n ruln Remarks: All returned 735's for
corrections are reviewed by the
Court Officer,
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STATE OFCALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

GOMMAND INSPEGTION PROGRAM
EXCEPTIONS DOCUMENT

Gommand:

Altadena
Division:

Southern
unaprer:

Eioht (B)
lnspectecl þy:

Officer Ana Markey
Date

0611512009

age 1 of3

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or flll in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter lnspection number. Under "Forward to:" enterthe next level of command where the document
shall be routed lo and its due date. This dqcument shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION

X Division Level n Command Level

n Executive Office Level

Total hours expended on the
inspection:

Eighteen (18) Hours

X

x

Corrective Action Plan lncluded

Attachments lncluded

Follow-up Required:

XYes !wo

Fonruard to:
Southern Division
Due Date:
0612212009

lnspector's Comments Reoardinq lnnovative Practices:
None.

--ommand for Statewide ment:
l,,lone.

lnspector's

On June 15,2009, the Southern Division Inspection Team conducted an inspection of the A-ltadena Area. The
scope of the inspection included the Command Reimbursable Services. The inspection was conducted in
accordance with the Administrative Procedures Manual, Highway Patrol Manual 11.1 GIPM), Chapter 6. Ten

percent (16 documents) of the Area's Reimbursable Services documents for the previous 12 months were
inspected.

Altadena's reimbursable services are handled by the Area Overtime Coordinator, Officer Mark Larson. Officer
Larson has assumed this position for approximalely I year. It was apparent during this inspection that Officer
Larson had good knowledge of the policies and procedures relating to reimbursable services.

Altadena Area's reimbursable services for COZEEP and }I/'AZEEP is handled by OfÍ.ce Technician, Stacy

Morning. Stacy Morning has assumed this position for the past two years. It was apparent during this inspection
that Office Technician Morning had good knowledge of the policies and procedures relating to CozeeplMazeep
reimbursable services.
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COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
'age 

2 of 3

Command:

Altadena
Division:

Southern
chapter:

Eiqht (8)
lnspected by:

Officer Ana Markev
Date:

0611512009

After completion of the CHP 465 and 467, Officer Larson forwards the documents to the Commander or designee

for review and signature.

ACTiON ITEMS

Action Item #1

Question #33 - Are the original CHP 467 and contract agleement submitted to Fiscal Management Section
(FMS) upon completion of services (other than COZEEP,MAZEEP, extraordinary protective services, and

special project) within 5 days.

5 documents reviewed did not get completed within the 5 day timefrarne. See attached docurnents.

Although the 5 day timeframe is not in policy, it is recommended that the CI{P 467 and CIIP 465 be sent

to Fiscal Management Section (FMS) as expeditiously as possible.

Notes: Ihefollowing item was not a part of the Chapter I checklist however the discrepancies below were
identified during the inspection.

,'he counter receipt number (on form CHP251) and the R# assigned to the detail were not written on the checks

collected. Per ÍIPM I LI, Chøpter 4, paragraph 8a. (6). the counter receipt number needs to be indicated on the

check. See attached documents.

The Area's Standard Operating Procedures Manual (SOP) did not have a section. describing the duties of the

Area Overtime Coordinator. I was told the Area Commander was in the process of completing a new Standard
Operating Procedures Manualþr the ffice.

Commander's Response: X Concur or l-l Do Not Concur (Do Not Concur shall document basis for res

I concur with the inspector's findings.
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age3of3

uomman0:

Altadena
UVSON

Southern
chapler:

Eioht 18)
lnspected by:

Officer Ana Markev
uate;

0611512009

lnspector's Commentst Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.

None.

The action items will be conected immediately.

Action Item #1

The Area will forward CHP 467s and CHP 465s to Fiscal Management Section (FMS) as expeditiously as

possible and will set the 5 day timeframe as a goal.

)votes; Thefollowing item was not a part of the Chapter I checklist however the discrepancies below were
identified during the inspection.

The counter receipt number (onþrm CHP251) and the R# assigned to the detail were not written on the checla
collected. Per HPM 11.1, Chapter 4, paragraph 8a. (6). the counter receipt number needs to be indicated on the
check. See attached documenfs. The counter receipt number (on form CHP 251) and the R# assigned to the
detail will be written on all checks collected.

The Area's Standqrd Operating Procedures Manual (SOP) did not høve a section describing the duties of the Area
Overtime Coordtnator. I was told the Area Commander was in the process of completing a new Standard
Operating Procedures Manual for the ffice. The duties of the Overtime Coordinator will be added to the
SOP.

lJ Employee would like to discuss this report with
the reviewer.
(See HPM 9.1, Chapter I for appeal procedures,)

DATE

orz/2
DAIE

Gtç -o>
J Reviewer discussed this report with
, employee
TConcur n oo not concur

DATE

(l'zr.-u1
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STATE OI- CALf FORNfA
-EPAR'IMENT OF CALIFORNIA HIGHWAY PATROL

ISPECTION PROGRAM
CHAPTER B

COMMAND REIMBURSABLE SERVICES

Gommand;

Altadena Southern
olIJVs Number:

Eiqht (8
Evaluated by:

Oflicer Ana Markev #17290
Date:

0611512009
Assisted by.

Justine Lam
Date.

0611512009

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or lill in the blanks as indicaled. Any "No" answers, discrepancies
with policy, applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section.
Additionally, such discrepancres and/or cleficiencies shall be documenled on an Exceplions Document and addressed lo the next level ol
command, Fufihermore, the memorandum shall include any lollow-up and/or corrective action(s) taken. lf this forrn is used as a Follow-up
lnspection, the "Follow-up lnspection" box shall be marked and only deficìenl items need 1o be re-inspected.

I

| 
'rYPË OF TNSPECTTON

t__
i L{ Division Levelt-
i

; fl Office of lnspectrons

! Command Level

! Voluntary Self-lnspection

Lead Inspector's Signalure:

.-t7
j Follow-up Required:
I XYes Druo

tr Follow-Up lnspection

BY:

te 
/'f--.a\.¿

,1 f /l,z //.r,t

Date:

i o, /"r/o 2

I 
For applicable policies, refer to HPM '11.1, Chapter 6,

c

Note: lf a "No" or "N/4" box is checked, the "Remarks" section shall be utilized for explanation
1. Prior to the performance of services, is the

contracling party informed of the rates charged for
seryices, deparlmental equipment usage, and
cancellation policv?

X Yes INo E ¡lln Remarks'

2. Does the billing rate include mileage and other
__S¡ænsgs such as uniform or X Yes |-l trlo N/A Remarks

3. When a safety service is provided to another state
agency, is the agency's five-digit billing code
obtained?

X Yes I l.lo T N/A Remarks

4. ls the billing code documen[ed on the Reimbursable
Services Billinq Memorandum? X Yes f_-l trlo l-l trlln Remarks

5, ls $50 charged for each CHP uniformed employee
assigned to the detail if the cancellation notification is
less than 24 hours prior to the scheduled service?

X Yes !No E Nln Rernarks:

6. ls a mínimum payment of 4 hours overtime charged
when employee(s) could nol be notified of the
cancellation of their servicels)?

I Yes nNo I ruzn Remarks

7 . ls infornlation regarding the procedures to obtain
necessary right-of-way clearances or permits, local
requirements, and other pertinent information made
available to inouirino oarties?

I Yes I tlo X Nzn Remarks

8, Are written requests for specific services directed to
the aÞpropriate command? Yes [-l trlo l-'l rurn Remarks:

I Are traffic control services less than $50,000
roved bv Division?a X Yes f_l t',lo l-l ¡yR Remarks

10. Are traffic control services estimated to be $50,000 or
more approved by the Office of the Commissioner? E Yes []No X N¡n Remarks: Ol the docunlents revrewèd

none were over $50,000
11 Are extraordilrary protective services approved by the

Assistant Comrnissioner, Field? ! Yes I trlo X Nln Rernarks. Of tlre docurnents
revÌewed, none were protectrve
servlces
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Questions 12 through 17 pertain to collecting advance deposits.

-_
number requested from Division for every contract? | X Ves NiANo Rem¿¡rks

13 ls a CHP 465 fornr completed in accordance with
oolicv? X Yes ENo Ivn Rernarks

14. Are advance payments collected from the contracting
companv prior to the slarl of the service? X Yes [-] trlo l-l N/A Remarlis:

15, ls a CHP 251 prepared and mailed to the contracting
comÞanv upon receipt of advance payments? lX Yes l--ì No N/A Rentarks

16, ls a CHP 467 prepared and submitted to the Fiscal
Management Sectìon upon completion of the
contractual servicels)?

ffi Yes INo fl N/A Remarks

17 . ls a copy of the CHP 465 attached to the weekly
CHP 230. and if apolicable. a CHP 169? X Yes INo l-l trun Remarks:

õuestions 18 through 31 pertain to the preparatíon of agreements,

18. ls a CHP 466 maintained?
X Yes l-l ¡lo fI N/A Remarks

19. Dc¡ RSA numbers begin with the leiter'R" lo denote
reimbursable services, followed by two digit fiscal
year, three dìgit location code, and a sequential
number for each aqreement?

X Yes I tlo I N/A Remarks:

20. ls the CHP 466 closed out at the end of each fiscal
year with a new log implemented on July 'l beginning
with the secluential number 001?

X Yes I tlo n nle Rer¡arks

21. Are all sequential numbers accounted for when
reconcilíng with the Billing Memorandum? X Yes !No D ¡l¡n Remarks

22 Are sequential numbers not matching Billing
Memorandums reconciled? X Yes i-.l trlo N/A Rcmarks:

23. ls the origínal RSA signed and filed at Area?
I ves No I N/A Remarks:

24, Does the command proceed with all RSA
arrangements, and if needed, ensure the requestor
has obtained the necessary right-of-way, clearances,
and permits?

X Yes nNo n n¡n Rernarks

25. ls the indemnification clause included in the
aqreement when requested? X Yes l--l trlo l-l rutR Rernarks:

26, ls the inclusion of the indemnification clause
approved by the Department of General Services,
Office of Legal Services?

I ves DNo I ru¡N Remarks:

27, lf lhe service is over $50,000 per occasion, is a
CHP 78R prepared and submitted to Contract
Services Unit?

I Yes E tto X N/A Remarks: None of the docuntetlts
reviewèd were over $50,000

28. ls a copy of the resolution, order, motion, or
ordinance of the local governing body obtained when
one of the contracting parties is a county, city, district,
or other local public body?

X Yes INo x N/A Remarks

29. Are dignitary protection services referred to the Office
of Diqnitarv Protection? X Yes [-] tlo NiA Rernarks.
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30. Are CHP 312 forms, CHP 313 forms, a¡rd CHP 467
forms prepared when a statewide agreement is in
effect?

K Yes I I'lo I N/A Remarks

31. When state agencies are requesting a statewide
agreement, are they referred to Ênforcement
Services Division, Field Supporl Section?

X ves trNo D ¡lln Remarks:

Questions 32 through 38 pertain to training agreement procedures and reportíng for services provided.

i 32. ls a CHP 230 prepared by the contracting party when
' fees are collected on the day of the training session? E Yes E tlo X N/A Rer¡arks: No outside lraining has

been provided by lhe Area

33 Are the original CHP 467 and contract agreement
submìtted to Fiscal Managernent Section (FMS) upon
completion of services (other than COZEEP,
MAZEEP, extraordinary protective services, and
specia/ proiects) within 5 davs?

! Yes XNo E N/A Rernarks: See aclron rteÍì #1

34. Are copies of CHP 467 forms fonvarded to the next
level of review? X Yes [l ttlo [-] ru¡n Remarks:

35. ls the date when the Billing Memorandum was sent to
FMS noted on the Reimbursable Services Control

-- Les?
X Yes I l.lo E ru¡n Remarks:

36. ls a copy of the command's Reimbursable Services
Control Log forwarded or e-mailed to the Division
Coordinator at the end of each month?

X Yes nruo [] ruln Remarks

37. ls the Reimbursable Services Control Log verified
with the coples of the Billing Memorandums to ensure
all reimbursable time has been reported to FMS for
billino ourooses?

I Yes I r':o n N/A Remarks:

38. Are outstanding items being inspected and resolved?
lX Yes l-l trto l-l N/A Remarks:

Questions 39 through 52 pertain to extraordinary protective services and report of overtime hours for reimbursab
special proiects,

39. ls a copy of the CHP 467 and CHP 465 submitted to
FMS upon completion of extraordinary protective
servìces?

! Yes I tlo Xvn Remarks; Out ol the docunìents that
were reviewed, none were protective
servtces.

i 4O ls a reimbursable special prolect code obtained on

,-=- every contra_clual service?
' 41. ls the overtime report(s)for reimbursable special
I project(s) used to reconcile CHP 415 forms for each
I special proiect?

X Yes

X Yes

LJ No

E tlo

fI N/A

[] ruln

Remarks: I

Remarks: 
I

42. Are the special project codes on the ovedime
repori(s) verified to ensure the correct special project
code has been used?

ffi ves INo n ¡vn Remarks:

43. Are all corrections noted on the overlime report(s)?
Yes fl trlo N/A Rernarl<s:

44. Are overlime reports approved and dated by the
commander after reconcilinq? R Yes [-l trlo l-l N/A Remarks:

45 ls the original oveflime report(s) fon¡uarded to FMS?
X Yes I_-lruo fI NiA Remarks:

46. ls a copy of the overtime repoft forwarded to Division
by the l Otf' of the month (except COZEEP/N4 AZ=EP)? ffi ves !No I xln

Rernarks: Per pc.rlicy Sot¡llrern 
i

Dìvision overtime rcpons are duo by 
I

lhe 15r" of the month. i
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47. Are all COZEEPIMAZEEP reports forwarded to

_ Division bv_t!_"_1Þ'n of the month? I ves l-l t,lo [J ruin Renrarks

48. Are all COZEEPIMAZEEP reports approved by
Division and forwarded to FMS by the 30'n of the
month?

X Yes ! tto ! n¡n Renrarks

49. ls a copy of the CHP 71 atlached to the ovedíme
report(s) when there are reimbursable nonuniformed
personnel hours?

I Yes nNo X uln Remarks: None inspected, ln lhe rare
occasion non-uniformed time is
involved, CHP7l is attached to the
OT reoorl

50. ls an amendment of service agreement requested
prior to the fund being depleted, and if necessary, is
the service discontinued?

X Yes !No tr ruln Remarks:

51. Are all payments made directly to FMS?
X Yes f-l No l Nln Remarks:

52. Does the command require delinquent companies to
pay outstanding invoices in full prior to providing any
future services?

n Yes INo X rurn Remarks: Commands do not receìve
informalion from Headquarters
regarding delinquent accounls,
Therefore comrnands cannot track
the information
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